[bookmark: _GoBack]
Contents
5.2 Digital Competence – Technology use units (14 units)	2
BSBTEC101 Operate digital devices	3
Assessment Requirements for BSBTEC101 Operate digital devices	5
BSBTEC201 Use business software applications	6
Assessment Requirements for BSBTEC201 Use business software applications	8
BSBTEC202 Use digital technologies to communicate in a work environment	9
Assessment Requirements for BSBTEC202 Use digital technologies to communicate in a work environment	11
BSBTEC203 Research using the internet	13
Assessment Requirements for BSBTEC203 Research using the internet	15
BSBTEC301 Design and produce business documents	16
Assessment Requirements for BSBTEC301 Design and produce business documents	18
BSBTEC302 Design and produce spreadsheets	20
Assessment Requirements for BSBTEC302 Design and produce spreadsheets	22
BSBTEC303 Create electronic presentations	24
Assessment Requirements for BSBTEC303 Create electronic presentations	26
BSBTEC401 Design and produce complex text documents	28
Assessment Requirements for BSBTEC401 Design and produce complex text documents	30
BSBTEC402 Design and produce complex spreadsheets	32
Assessment Requirements for BSBTEC402 Design and produce complex spreadsheets	35
BSBTEC403 Apply digital solutions to work processes	37
Assessment Requirements for BSBTEC403 Apply digital solutions to work processes	39
BSBTEC404 Use digital technologies to collaborate in a work environment	41
Assessment Requirements for BSBTEC404 Use digital technologies to collaborate in a work environment	43
BSBTEC405 Review and maintain organisation’s digital presence	45
Assessment Requirements for BSBTEC405 Review and maintain organisation’s digital presence	47
BSBTEC501 Develop and implement an e-commerce strategy	49
Assessment Requirements for BSBTEC501 Develop and implement an e-commerce strategy	52
BSBTEC601 Review organisational digital strategy	54
Assessment Requirements for BSBTEC601 Review organisational digital strategy	56



BSB (V6) Draft combined 5.2 Digital competence – Technology Use units



	Page 1	 PwC's Skills for Australia
[bookmark: _Toc24293882]5.2 Digital Competence – Technology use units (14 units) 

[bookmark: O_1001182][bookmark: _Toc24293883]
BSBITU111 BSBTEC101 Operate a personal digital devices

[bookmark: O_1001187]Application
This unit describes the skills and knowledge required to start up and use a range of basic functions on a personal digital devices.
It applies to individuals whoIt applies to those who perform a range of routine digital tasks in the various sectors of the Bbusiness services Services industry and generally work under direct supervision.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001186]Unit Sector
Digital Competence - Technology Use
[bookmark: O_1001185]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. Activate personal digital device and access features
	1.1 Adjust workspace, furniture and equipment to suit user ergonomic requirements, where required
1.2 Activate personal digital device, and access or log on according to user proceduresorganisation policies and procedures
1.23 Identify basic functions and features using system information
1.43 Customise desktop or application configuration, if necessary, with
1.5 Request assistance from appropriate relevant personnel, where requiredpersons
1.46 Access help functions, aswhere required

	2. Navigate and organise file or application environment
	2.1 Open, close and access features by selecting correct desktop or menu icons 
2.2 Create shortcuts onto the desktop or menu, if necessary, withand request assistance from relevant personnel, where requiredappropriate persons
2.3 Identify and apply keyboard functions for both alpha and numeric keyboard functions on both physical and digital keyboards 
2.4 Create folders/ and subfolders of files or applications (or similar) withand create suitable relevant names for personal device
2.45 Download new applications (or similar), with assistance from relevant stakeholderappropriate persons
2.65 Rename and move folders and /subfolders and use relevant namesof files or applications (or similar) with suitable names
2.76 Use search functions to locate files or applications (or similar)
2.87 Remove files or applications (or similar) as required, with assistance from appropriate personsrelevant stakeholder

	3. Edit stored information
	3.1 Open relevant file, document, or application, or similar
3.2 Edit content of the file, document, application, or similar in accordance with simple instructions
3.3 Save changes to personal device

	4. Shut down/dDeactivate personal digital device
	4.1 Save and close all open applications
4.2 Shut down or dDeactivate personal digital device according to user procedures



[bookmark: O_1001184]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 textual information within internal procedures and technical documents to determine and complete work requirements

	Writing
	Inputs information using familiar text types and records numerical and textual information for file naming conventions 

	Oral Communication
	Asks simple questions and comprehends answers that contain short and explicit information

	Navigate the world of work
	Recognises and follows simple instructions

	Interact with others
	Uses appropriate communication practices to seek guidance from more experienced work colleagues

	Get the work done
	With guidance, is beginning to understand and use the specific functions and features of digital systems and tools




[bookmark: O_1001183]Unit Mapping Information
Supersedes and is equivalent to BSBITU111 Operate a personal digital device.
Supersedes but is not equivalent to:
BSBITU112 Develop keyboard skills
BSBITU307 Develop keyboarding speed and accuracy.

[bookmark: O_1001176]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293884][bookmark: O_1001178]Assessment Requirements for BSBITU111 BSBTEC101 Operate a personal digital devices

[bookmark: O_1001181]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:
on six occasions, activate, navigate, and deactivate a digital device.

In the course of the above, the candidate must:
follow user procedures to activate and access a personal digital device
follow user procedures and system information when using the basic functions on a personal digital device, seeking assistance when where requirednecessary
use desktop or menu icons and create shortcuts
create and manipulate folders and subfolders 
update and save changes to files, documents, applications, or similar
correctly shut down or deactivate applications and the device.
[bookmark: O_1001180]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:
uUser procedures for activating and accessing a personal digital device
kKey components of the digital system, including what each one does
kKey functions of the operating system organisational conventions for naming files.

[bookmark: O_1001179]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 policies and procedures 
device user and system information relevant to performance evidence
suitable workspace including at least two different types of personal digital device.

Assessors of this unit must satisfy the assessor requirements in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_1001177]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: O_1001206][bookmark: O_1001217][bookmark: O_1001216][bookmark: O_1001213][bookmark: O_1001211][bookmark: O_1001209][bookmark: O_1001207][bookmark: O_1001199][bookmark: O_1001201][bookmark: O_1001205][bookmark: O_1001203][bookmark: O_1001202][bookmark: O_1001200][bookmark: O_711469][bookmark: _Toc24293885]BSBTEC201 Use business software applications

[bookmark: O_711470]Application
This unit describes the skills and knowledge required to select and use computer software and organise electronic information and data.
It applies to individuals whoIt applies to those who apply use a limited range of practical skills with a fundamental knowledge of equipment use and the organisation of data in a defined context, under direct supervision or with limited individual responsibility.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_711473]Unit Sector
Digital Competence - Technology Use
[bookmark: O_711474]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. Select and prepare to use technology
	1.1 Identify task purpose, audience, format and presentation requirements, and clarify with relevant personnel, where required 
1.2 Select appropriate relevant technology and software applications to achieve requirements of the task   
1.3 2 Adjust workspace, furniture and equipment to suit user’s own ergonomic requirements    
1.3 Use technology according to organisational requirements and in a way that promotes a safe work environment

	2. Process and organise data
	2.1 Identify, and open , generate or amend files and recordsapplication, according to task and organisational requirements   
2.2 Operate iInput devices data into application according to organisational requirements
2.3 Ensure data is entered, checked and amended according to organisational and task requirements   
2.4 Format data using appropriate application functions according to organisational and task requirements
2.3 Store data appropriately and exit applications without damage to or loss of, data   
2.54 Use relevant help functions to overcome simple issues Use manuals, training booklets and/or online help or helpdesks to overcome basic difficulties with applications

	3. Maintain technologyFinalise and store data
	3.1 Review and edit final data, and prepare for storage in accordance with organisational and task requirements
3.2 Name and store data and exit application Identify and replace used technology consumables in accordance with manufacturer’s instructions and organisational requirements 
3.2 Carry out and/or arrange routine maintenance to ensure equipment is maintained in accordance with manufacturer’s instructions and organisational requirements  
3.3 Identify equipment faults accurately and take action in accordance with manufacturer’s instructions or report fault to designated person



[bookmark: O_711475]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Recognises and interprets information from familiar sources to determine job role and task requirements

	Writing
	Produces and amends files to meet task and organisational requirements
Completes required documentation using organisational formats 

	Oral Communication
	Uses specific and relevant language to refer faults to others

	Navigate the world of work
	Recognises and follows legislative requirements and organisational policies and procedures associated with own role

	Get the work doneTechnology
	Uses business technologyies and systems safely, when gathering, storing, and accessing and sharing information data 
Understands purposes, specific functions and key features of common digital systems applications and business tools

Operates digital systems applications and business tools effectively to complete routine tasks using some basic troubleshooting strategies, as where required



[bookmark: O_711477]Unit Mapping Information
Supersedes and is equivalent to:
BSBITU211 Produce digital text documents
BSBITU212 Create and use spreadsheets
BSBWOR204 Use business technology.
Supersedes but is not equivalent to BSBCUE301 Use multiple information systems.

[bookmark: O_711484]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293886][bookmark: O_711479]Assessment Requirements for BSBTEC201 Use business software applications

[bookmark: O_711480]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:
on six occasions select and use a software application to process, finalise and store data.

In the course of the above, the candidate must:
select and use technology safely and according to organisational requirements
access, retrieve and store required data
demonstrate basic maintenance on a range of equipment using manuals or help-files
identify and address faults according to requirements.

[bookmark: O_711481]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 key features of: 
the organisation’s work health and safety requirements relevant to own role
outline the organisation’s requirements for file naming and storage 
applications used for data entry relevant to own role.
explain why regular back‑ups of data are done
list ‘routine maintenance’ tasks
summarise the procedure for addressing equipment faults.

[bookmark: O_711482]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:
office workplace equipment and resources relevant to performance evidence
electronic files and data
workplace documentation and equipment manuals relevant to performance evidence.
case studies and, where possible, real situations
interaction with others.

[bookmark: O_711485]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
BSBTEC101 Operate digital devices	Draft

Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: O_1001264][bookmark: O_1001269][bookmark: O_1001268][bookmark: O_1001267][bookmark: O_1001266][bookmark: O_1001265][bookmark: O_1001258][bookmark: O_1001260][bookmark: O_1001263][bookmark: O_1001262][bookmark: O_1001261][bookmark: O_1001259][bookmark: O_1001280][bookmark: O_1001285][bookmark: O_1001284][bookmark: O_1001283][bookmark: O_1001282][bookmark: O_1001281][bookmark: O_1001274][bookmark: O_1001276][bookmark: O_1001279][bookmark: O_1001278][bookmark: O_1001277][bookmark: O_1001275][bookmark: O_1001296][bookmark: _Toc24293887]BSBITU213 BSBTEC202 Use digital technologies to communicate remotelyin a work environment

[bookmark: O_1001302]Application
This unit describes the skills and knowledge required to effectively identify, select and use available methods of digital communication in a workplace context. Such methods may include:  electronic mail (email)email, instant messaging and other similar applications/web-based platforms.
It applies to individuals whoIt applies to those who use digital technology to communicate with business relevant stakeholders (including co-workers and customers). This will be particularly relevant to individuals in teams that work remotely. The individual will use a limited range of practical skills and fundamental knowledge in a defined context under direct supervision or with limited individual responsibility.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001301]Unit Sector
Digital Competence - Technology Use
[bookmark: O_1001300]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 purpose and methods offor digital communication
	1.1 Identify purpose for communication, intended audience and content of proposed communication (including whether it is commercially sensitive)
1.2 Identify available digital communication applications by accessing relevant sources of information and clarify with relevant personnelpersonnel, where  as required
1.3 Select most appropriate application for communication in accordance withaccording to available resources and relevant organisational policiespolicies and procedures

	2. Implement procedures to send and receive digital communications
	2.1 Access application/platform for sending and receiving digital communications in accordance withaccording to organisational policiespolicies and procedures
2.2 Create outgoing digital communication, checking for accuracy and ensureing that any required attachments are prepared in accordance with according to organisational and technology providerapplication requirements and organisational policies and procedures
2.3 Identify urgent, confidential, personal, suspicious or potentially dangerous email and take appropriate action, clarifying with relevant personnel stakeholder, as where required
2.4 Access and determine identify most appropriate action in response to incoming digital communications, in accordance withaccording to organisational policpoliciesies and procedures

	3. Manage digital communications effectively
	3.1 Set security levels and/or filters for incoming digital communications in accordance withaccording to organisational policpoliciesies and procedures
3.2 Create plan for monitoring and maintaining digital communications across multiple applications/platforms in accordanceaccording to with  organisational policiespolicies and procedures
3.3 Store digital communications and/or attachments in accordance with policies and proceduresaccording to organisational policies and procedures
3.4 Empty inboxes and aArchive or permanently delete digital communications according toin accordance with organisational policiespolicies and procedures
3.5 Create methods for communicating electronically with targeted groups of stakeholders as relevant to organisation 



[bookmark: O_1001299]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 textual information within different materials and interprets information to determine requirements as well as confirming accuracy of content

	Writing
	Records key information relevant to requirements and prepares simple correspondence using basic punctuation, text and correct spelling 

	Oral Communication
	Obtains information through listening and questioning and uses clear and appropriate language suitable to audience

	Navigate the world of workSelf-management
	Recognises and follows explicit and implicit protocols and meets expectations associated with own role

	Get the work doneProblem solving
	Recognises and responds to routine problems in context of own work



[bookmark: O_1001297]Unit Mapping Information
Supersedes and is equivalent to BSBITU213 Use digital technologies to communicate remotely. 

[bookmark: O_1001290]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293888][bookmark: O_1001292]Assessment Requirements for BSBITU213 BSBTEC202 Use digital technologies to communicate remotelyin a work environment
[bookmark: O_1001295]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:
on six occasions send, receive and manage digital communications.

In the course of the above, the candidate must:
identify suitable methods for digital communication in the context of the purpose and content of the proposed communication
follow organisational and technology provider requirements when communicating electronically across multiple digital applications/platforms, including in relation to security of communications
follow organisational policy and procedures when managing all aspects of digital communication, including by storing, filing, g and archiving, and /deleting inbound communications
communicate electronically with targeted groups of colleagues, clients or similar as relevant to organisation.
[bookmark: O_1001294]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:
kKey features of existing and emerging methods of digital communication, including strengths and limitations of each
kKey features of relevant industry practice relating to digital communication etiquette in a workplace setting
kKey features of commercial sensitivities in relation to knowledge management 
kKey features of relevant organisational policies and procedures relating to the use of digital communication.
[bookmark: O_1001293]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:
industry technology relevant to performance evidence
relevant organisational policies and procedures
relevant workplace documentation and resources
industry applications/platforms for communicating digitally. 

Assessors of this unit must satisfy the assessor requirements in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_1001291]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc24293889]BSBTEC203 Research using the internet
Application
This unit describes the skills and knowledge required to plan, conduct and present research within an organisational context.
It applies to individuals who perform a range of routine tasks in the workplace, using a limited range of practical skills and fundamental knowledge of research in a defined context, under direct supervision or with limited individual responsibility.
No licensing, legislation or certification requirements apply to this unit at the time of publication.
Unit Sector
Digital Competence - Technology Use
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. Plan research 
	1.1 Confirm task requirements 
1.2 Identify research objectives in consultation with relevant stakeholders
1.3 Identify potential sources for research information according to organisational policies and procedures
1.4 Select application and search engine according to organisational policies and procedures 
1.5 Plan key search terms to be used in research

	2. Conduct research 
	2.1 Activate digital device and access internet using selected application 
2.2 Open search engine according to research plan
2.3 Enter search terms according to research plan
2.4 Collect information according to research plan and organisational policies and procedures
2.5 Ensure information collected is according to research plan and consult relevant stakeholder, where required
2.6 Use relevant help functions to overcome simple issues

	3. Present research
	3.1 Document information collected according to task requirements
3.2 Deliver document to relevant stakeholders according to organisational policies and procedures



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 textual information within organisational and task requirements to determine work requirements

	Writing
	Records numerical and textual information in accordance with requirements of task

	Oral Communication
	Participates in a variety of spoken exchanges with relevant stakeholders in an effort to clarify research purpose, audience and presentation requirements 

	Self-management
	Recognises and follows explicit and implicit protocols and meets expectations associated with own role

	Technology
	Understands functions and features of specific digital applications and uses these to perform work tasks



Unit Mapping Information
No equivalent unit. New unit.
Supersedes but is not equivalent to BSBITU315 Purchase goods and services online.

Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293890]Assessment Requirements for BSBTEC203 Research using the internet

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:
on five occasions, plan, conduct, and present research using the internet.

In the course of the above, the candidate must:
develop a research plan in consultation with relevant stakeholders
produce research that aligns to research plan 
use relevant help functions to rectify simple research issues.
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:
key elements of basic research methods 
key functions of required applications
key relevant organisational policies and procedures
key principles of documenting research.
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:
device user information
relevant organisational policies and procedures
workplace documentation and resources relevant to performance evidence.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10




[bookmark: O_706433][bookmark: _Toc24293891]BSBITU306 BSBTEC301 Design and produce business documents

[bookmark: O_706434]Application
This unit describes the skills and knowledge required to design and produce various business documents and publications. It includes selecting and using a range of functions on a variety of computer applications.
It applies to individuals whoIt applies to those who possess fundamental skills in computer operations and keyboarding. They may exercise discretion and judgement using appropriate theoretical knowledge of document design and production to provide technical advice and support to a team.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_706437]Unit Sector
Digital Competence - Technology Use
[bookmark: O_706438]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. Select and prepare resources
	1.1 Select and use appropriate technology and software applications to produce required business documents
1.2 Select layout and style of publication according to information and organisational requirements
1.3 Use basic design principles and Eensure document design is consistent with company organisational and/or client requirements, using basic design principles
1.4 Discuss and clarify format and style with person required stakeholder requesting document/publication

	2. Design document
	2.1 Identify, open and generate create files and records according to task and organisational requirements
2.2 Design document to and ensure efficient entry of information and to maximise presentation and appearance of information
2.3 Use a range of functions to ensure consistency of design and layout
2.4 Operate input devices within designated requirements

	3. Produce document
	3.1 Complete document production within designated timelines according to organisational policies, procedures and requirements
3.2 Check document produced to ensure it meets task requirements for style and layout
3.3 Store document appropriately and save document to avoid loss of data
3.4 Use manuals, training booklets and/or help‑desks to overcome basic difficulties with document design and production, where required

	4. Finalise document
	4.1 Proofread document for readability, accuracy and consistency of language, style and layout prior to final output
4.2 Make any modificationsModify document to documentaccording to meet task requirements
4.3 Name and store document in accordance with organisational requirements and exit application without data loss/damage
4.4 Print and present document according to task requirements



[bookmark: O_706439]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Recognises and interprets textual information from a range of sources to determine and adhere to requirements
Applies strategies to self-correct and verify clarity and conformity of information

	Writing
	Develops documents using required format, accurate spelling and grammar and terminology specific to requirements
Organises content to support purposes and audience of material, using clear and logical language

	Oral Communication
	Confirms requirements with relevant personnel using specific terminology and listening and questioning techniques

	Self-managementNavigate the world of work
	Recognises and follows explicit and implicit protocols and meets expectations associated with own role

	Interact with others
	Selects and uses appropriate conventions and protocols when communicating in a range of familiar work contexts

	TechnologyGet the work done
	Uses basic features and functions within applications to access, store, organise data and perform routine work tasks



[bookmark: O_706441]Unit Mapping Information
Supersedes and is equivalent to:
BSBITU306 Design and produce business documents
BSBITU313 Design and produce digital text documents.
Supersedes but is not equivalent to:
BSBINT305 Prepare business documents for the international trade of goods
BSBITU309 Produce desktop published documents.

[bookmark: O_706448]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293892][bookmark: O_706443]Assessment Requirements for BSBITU306 BSBTEC301 Design and produce business documents

[bookmark: O_706444]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, produce and finalise a four different types of business document. 

In the course of the above, the candidate must:
select appropriate technology and software for design and production of business documents
adhere to organisational requirements policies and procedures when:
selecting layout and style
opening and generating files
producing documents within designated timelines
naming and storing documents
printing and presenting documentsrelevant to performance evidence
adhere to task requirements when producing documents including:
applying basic design principles 
applying consistent formatting
using appropriate styles
using correct layouts
proofreading as required
use appropriate required data storage options
apply knowledge of functions and features of contemporary computer applications
print and present completed documents.
[bookmark: O_706445]Knowledge Evidence
The candidate must be able to demonstrate knowledge to complete the tasks outlined in the elements, performance criteria and foundation skills of this unit, including knowledge of:
identify appropriaterequired technology for document production requirements
describe key functions and features of contemporary computer applications
outline organisational policies, plans and procedures
list organisational requirements for document design, e.g. including 
style guide.

[bookmark: O_706446]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:
office workplace equipment and resources relevant to performance evidence
relevant software applications
examples of style guides
organisational procedures relevant to performance evidence.

[bookmark: O_706449]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293893][bookmark: O_1001361]BSBTEC302 Design and produce spreadsheets BSBITU314 Design and produce spreadsheets
[bookmark: O_1001366]Application
This unit describes the skills and knowledge required to develop spreadsheets through the use of both cloud-based and non-cloud based spreadsheet applications.
It applies to individuals employed in a range of environments who tend to be personally responsible for designing and working with spreadsheets under minimal supervision. These individuals are generally required to have intermediate knowledge and understanding of a number of spreadsheet applications.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001365]Unit Sector
Digital Competence - Technology Use
[bookmark: O_1001364]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. Select and prepare resources
	1.1 Identify spreadsheet task task purpose and audience 
1.2 Identify task requirements in relation toaccording to data entry, storage, output, timeline and presentation format
1.3 Select most appropriate application to produce spreadsheet, in accordance with according availableto available resources and organisational policiespolicies and procedures

	2. Plan spreadsheet design
	2.1 Ensure Ensure spreadsheet design suits purpose, audience and information requirements of task
2.2 Ensure spreadsheet design enhances readability and appearance, and meets is according to organisational and task requirements for style and layout
2.3 Use available application functions to and ensure consistency of design and layout, adhering to organisational and task requirements

	3. Create spreadsheet
	3.1 Enter data, check and amend to maintain consistency of design and layout, in accordance with organisational and task requirements
3.2 Format spreadsheet using application functions,  to adjust page and cell layout to meet information requirements, in accordance with according to organisational style policies and procedures and presentation requirements
3.3 Ensure formulae are tested and used to confirm output meets task requirements, in consultationconsult with appropriaterelevant personnel stakeholder, whereas required
3.4 Use relevant required help functions to and overcome action intermediate-level issues with spreadsheet design and production

	4. Produce intermediate-level charts
	4.1 Select chart type and design that that offers analysis of numerical data, and meets organisational and task requirements
4.2 Create charts using appropriate required data range in spreadsheet
4.3 Modify chart type and layout using formatting features, adhering to organisational and task requirements

	5. Finalise and present spreadsheets
	5.1 Review and edit final spreadsheet and any accompanying charts, and prepare for delivery in accordance withaccording to task requirements
5.2 Deliver document to relevant required audience within designated timelines and in according toance with organisational requirements, for speed and accuracypolicies and procedures
5.3 Name and store spreadsheet appropriately in accordance withaccording to organisational requirements and exit application without data loss/damage



[bookmark: O_1001363]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 and interprets numerical and textual information to determine organisational and task requirements 

	Writing
	Inputs numerical and key reporting information when creating and finalising spreadsheets and uses format, layout, style guides and standard naming conventions to organise data according to purpose and audience

	Oral Communication
	Participates in exchange of information to determine whether formulae utilised produce result required

	Numeracy
	Uses mathematical equations to create simple formulae and validate numerical data

	Navigate the world of work
	Recognises and follows explicit and implicit protocols and meets expectations associated with own role

	TeamworkInteract with others
	Collaborates with others to achieve joint outcomes

	TechnologyGet the work done
	Uses advanced features within relevant digital applications to address routine and complex work tasks



[bookmark: O_1001362]Unit Mapping Information
Supersedes and is equivalent to BSBITU314 Design and produce spreadsheets. 
Supersedes but is not equivalent to BSBITU311 Use simple relational databases.
[bookmark: O_1001355]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293894][bookmark: O_1001357]Assessment Requirements for BSBTEC302 Design and produce spreadsheets BSBITU314 Design and produce spreadsheets

[bookmark: O_1001360]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:
on four occasions, plan, design, produce and finalise a spreadsheet.

In the course of the above, the candidate must:
follow correct ergonomic, conservation requirements and relevant organisational and statutory requirements
produce spreadsheet documents that align to document purpose and appropriate to target audience
design spreadsheets that address a range of data and organisational requirements
use software functions, graphics and support materials to create spreadsheets that adhere to organisational requirements relating to style and presentation
use relevant help functions to rectify intermediate-level document issues
produce spreadsheet document in appropriate format for review, including ability to create and modify intermediate-level charts that analyse the dataset.
adhere to designated timelines and requirements for high accuracy.
[bookmark: O_1001359]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:
Kkey elements of intermediate-level formatting styles appropriate to workplace documents
kKey functions of spreadsheet applications, both cloud-based and non-cloud based
kKey features of organisational guidelines on spreadsheet design and use
kKey features of organisational requirements for ergonomic standards, work periods and breaks, and conservation techniques.

[bookmark: O_1001358]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:
industry software/applications for producing spreadsheets
digital device user information
relevant legislation and codes of practice 
relevant organisational policies and procedures
relevant workplace documentation and resources relevant to performance evidence, including style guide.

[bookmark: O_1001356]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293895]BSBTEC303 Create electronic presentations BSBITU312 Create electronic presentations
[bookmark: O_1001329]
[bookmark: O_1001334]Application
This unit describes the skills and knowledge required to design and produce electronic slide presentations using various applications and platforms.
It applies to individuals employed in a range of work environments who design electronic presentations. They may work as individuals providing administrative support within an enterprise, or may be responsible for production of their own electronic presentations.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001333]Unit Sector
Digital Competence - Technology Use
[bookmark: O_1001332]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 create presentation
	1.1 Organise personal work environment (including furniture and equipment) in accordance with ergonomic requirements 
1.2 Identify purpose, audience and mode of presentation in consultation with content author or presenterrelevant stakeholder
1.3 Identify organisational and task requirements relating to supporting documents and equipment
1.4 Select most appropriaterequired application or platform to produce presentation, , in accordance withaccording to available resources and organisational policiespolicies and procedures

	2. Create presentation
	2.1 Plan and prepare slidespresentation, notes and handouts according to organisational and task requirements and image and style requirements 
2.2 Use application functions for consistency of design and layout, to meet identified presentation requirements
2.3 Balance presentation features for visual impact and emphasis
2.4 Use advanced application features to streamline and customise presentation for different audiences
2.5 Prepare presentation within according to designated timelineorganisational requirements
2.6 Use relevant help functions to overcome issues relating to presentation creation, if necessarywhere required 

	3. Finalise presentation
	3.1 Check presentation for spelling and consistency in presentation features and style, in accordance withaccording to task requirements
3.2 Prepare presentation materials for delivery in accordance withaccording to presenter or audience requirements
3.3 Name and store presentation appropriately, in accordance with, according to organisational requirements and exit application without information loss



[bookmark: O_1001331]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
	Evaluates and integrates information and ideas to construct meaning in an effort to design and create a presentation 

	Writing
	Communicates relationships between ideas and information in a style appropriate to audience and purpose in accordance with organisational and task requirements

	Oral Communication
	Listens to discussions and participates in exchange of information to choose appropriate actions to create presentation   

	Navigate the world of workPlanning and organising
	Plans and implements routine tasks and workload making limited decisions on sequencing and timing Recognises and follows explicit and implicit protocols and meets expectations associated with own role

	TeamworkInteract with others
	Collaborates with others to achieve joint outcomes

	TechnologyGet the work done
	Uses advanced features within applications to address routine and complex work tasks
Plans and implements routine tasks and workload making limited decisions on sequencing and timing



[bookmark: O_1001330]Unit Mapping Information
Supersedes and is equivalent to BSBITU312 Create electronic presentations.

[bookmark: O_1001323]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293896][bookmark: O_1001325]Assessment Requirements for BSBTEC303 Create electronic presentations BSBITU312 Create electronic presentations

[bookmark: O_1001328]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:
on four occasions prepare, create and finalise an electronic presentation.

In the course of the above, the candidate must:
follow correct ergonomic requirements and organisational policpoliciesies and proceduresprocedures
produce electronic presentations that align to task purpose and are appropriate to target audience
adhere closely to task requirements and organisational policiespolicies and proceduresprocedures relating to: 
following designated timelines
consistency of design and layout 
editing and style requirements
use relevant help functions to rectify presentation issues
produce presentation in appropriate format for review
communicate effectively with personnel
store presentation in accordance with organisation policiespolicies and proceduresprocedures relating to data security.
[bookmark: O_1001327]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:
Key provisions of relevant legislation, standards and codes that affect aspects of business operations
keKey elements of design features and their effect on the readability and appearance of electronic ppresentations
kKey functions of relevant applications for producing electronic presentations
kKey features of organisational requirements for ergonomics
kKey features of organisational style and presentation guide
key features of organisational policies and procedures.

[bookmark: O_1001326]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:
office workplace equipment and materials relevant to performance evidence
relevant digital applications
examples of electronic presentations
relevant organisational policies and procedures
relevant workplace documentation and resources including style guide.

[bookmark: O_1001324]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293897]BSBTEC401 Design and produce complex text documents BSBITU401 Design and develop complex text documents
[bookmark: O_706528]
[bookmark: O_706529]Application
This unit describes the skills and knowledge required to design and develop business documents using complex technical features of word processing software.
It applies to individuals whoIt applies to those who work in a range of business environments and have skills which may be applied in the provision of administrative support within an enterprise, or by technical/knowledge experts responsible for producing their own word processed documents.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_706532]Unit Sector
Digital Competence - Technology Use
[bookmark: O_706533]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 produce word processed documents
	1.1 Use safe work practices to ensure ergonomic, work organisation, energy and resource conservation requirements are met
1.2 Identify document purpose, audience and presentation requirements, and clarify with relevant personnel stakeholders, aswhere required
1.3 Identify organisational requirements for text‑based business documents to ensure consistency of style and image
1.4 Evaluate complex technical functions of software for its usefulness in fulfilling requirements of the task
1.5 Match document requirements with software functions to provide efficient production of documents

	2. Design complex documents
	2.1 Design document structure and layout to suitaccording to purpose, audience and information requirements of task
2.2 Design document to enhance readability and appearance, and to meet organisational and task requirements for style and layout
2.3 Use complex software functions to enable efficient manipulation of information and other material, and ensure consistency of design and layout
2.4 Use manuals, user documentation and online help to overcome problems with document design and production

	3. Add complex tables and other data
	3.1 Insert a standard table into document, changing change cells to meetaccording to information requirements
3.2 Format rows and columns, where  as required
3.3 Insert images and other data, formatting aswhere required

	4. Produce documents
	4.1 Use complex operations to develop documents, and achieve required results
4.2 Preview, adjust and print publish documents in accordance withaccording to organisational and task requirements
4.3 Name and store documents in accordance with organisational requirements and exit application 
without information loss/damage
4.4 Ensure document is prepared according to organisational requirements, policies and proceduresPrepare documents within designated timelines and for speed and accuracy



[bookmark: O_706534]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Recognises and interprets textual information from a range of resources to determine and confirm requirements and to assist with document issues

	Writing
	Develops material using required format and incorporating technical functions to meet business needs

	Oral Communication
	Uses specific and relevant language to confirm understanding of requirements and listens carefully to verbal instructions and discussions

	Numeracy
	Recognises and inputs numerical information according to requirements 

	Self-managementNavigate the world of work
	Recognises and follows explicit and implicit protocols and meets expectations associated with own role

	TeamworkInteract with others
	Collaborates with others to achieve joint outcomes

	Get the work donePlanning and organising
	Applies formal processes when planning more complex/unfamiliar tasks, producing plans with logically sequenced steps
Uses advanced features within applications to access, store, organise data and perform routine and complex work tasks

	Technology
	Uses advanced features within applications to access, store, organise data and perform routine and complex work tasks



[bookmark: O_706536]Unit Mapping Information

Supersedes and is equivalent to BSBITU401 Design and develop complex text documents.
Supersedes but is not equivalent to BSBITU404 Produce complex desktop published documents.

[bookmark: O_706543]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24293898]Assessment Requirements for BSBTEC401 Design and produce complex text documents BSBITU401 Design and develop complex text documents
[bookmark: O_706538]
[bookmark: O_706539]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:
on at least four occasions, prepare design and produce a complex text document.

In the course of the above, the candidate must:
follow organisational and safe work practices including:
ergonomic requirements
energy and resource conservation techniques
adhere to organisational requirements for:
producing documents within designated timelines
naming and storing documents
adhere to task requirements when producing complex documents including:
using appropriate styles and layout consistently throughout the document
using correct formatting and document structure
resolve issues by referring to user documentation and online help
use appropriate data storage options
apply knowledge of complex operation and functions of industry software applications
communicate with relevant personal.
[bookmark: O_706540]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:
key aspects of outline various formatting styles and their effect on formatting, readability and appearance of documents
key aspects of explain organisational requirements for ergonomics, work periods and breaks, and conservation techniques
key aspects ofdescribe purpose and contents of an organisational style guide
key aspects of organisational policies and procedures.

[bookmark: O_706541]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 policies and procedures
relevant workplace documentation and resources relevant to performance evidence
industry software packages and user instructions.

[bookmark: O_706544]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293899][bookmark: O_706566]BSBTEC402 Design and produce complex spreadsheets BSBITU402 Develop and use complex spreadsheets

[bookmark: O_706567]Application
This unit describes the skills and knowledge required to use spreadsheet software to complete business tasks and produce complex documents.
It applies to individuals employed in a range of work environments who require skills in creation of complex spreadsheets to store and retrieve data. They may work as individuals providing administrative support within an enterprise, or may be independently responsible for designing and working with spreadsheets relevant to their own work roles.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_706570]Unit Sector
Digital Competence - Technology Use
[bookmark: O_706571]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 and plan to develop spreadsheet
	1.1 Organise personal work environment in accordance with ergonomic requirements 
1.2 Analyse task and determine specifications for spreadsheets
1.3 Identify  organisational and task requirements of data entry, storage, output, reporting and presentation requirements
1.4 Apply work organisation strategies and energy and resource conservation techniques to and plan work activities

	2. Develop a linked spreadsheet solution
	2.1 Utilise Use spreadsheet design software functions and formulae to meet identified requirements
2.2 Link spreadsheets in accordance withaccording to software procedures
2.3 Format cells and use data attributes assigned with relative and/or absolute cell references, in accordance withaccording to task specificationsrequirements
2.4 Test formulae to confirm output meets task requirements

	3. Automate and standardise spreadsheet operation
	3.1 Evaluate tasks to and identify tasks those where automation would increase efficiencyrequiring automation
3.2 Create, use and edit macros to fulfil requirements of task and automate spreadsheet operation
3.3 Develop, edit and use templates to and ensure consistency of design and layout for forms and reports, in accordance with organisationalaccording to task requirements

	4. Use spreadsheets
	4.1 Enter, check and amend data in accordance withaccording to organisational and task requirements
4.2 Import and export data between compatible spreadsheets and adjust host documents, in accordance withaccording to software and system organisational procedures
4.3 Use manuals, user documentation and online help to overcome problems with spreadsheet design and production
4.4 Preview, adjust and print spreadsheet in accordance with organisational and task requirements
4.5 Name and store spreadsheet in accordance with organisational requirements and exit application without data loss or damage

	5. Represent numerical data in graphic form and store spreadsheet
	5.1 Determine style of graph to meet specified requirements and manipulate spreadsheet data, if necessary to suit graphwhere requiredements
5.2 Create graphs with labels and titles from numerical data contained in a spreadsheet file
5.3 Save, view and print graph within designated timelines
5.4 Name and store spreadsheet in accordance with organisational requirements and exit application



[bookmark: O_706572]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Recognises and interprets numerical and textual information within a range of sources to determine and complete work according to requirements
Reviews information to determine accuracy and consistency

	Writing
	Uses formal mathematical language to create formulas and enters routine data using a format appropriate to requirements
Develops material using syntactic structure, required format and incorporating technical functions to meet business needs

	Oral Communication
	Uses listening and questioning skills to clarify requirements

	Numeracy
	Represents mathematical information in an alternative form and analyses information to determine required spreadsheet formulae and macros

	Self-managementNavigate the world of work
	Recognises and follows explicit and implicit protocols and meets expectations associated with own role

	Planning and organisingGet the work done
	Applies formal processes when planning more complex/unfamiliar tasks, producing plans with logically sequenced steps
Uses formal thinking techniques to generate new ideas
Uses advanced features within applications to access, store, organise data and perform routine and complex work tasks

	Technology
	Uses advanced features within applications to access, store, organise data and perform routine and complex work tasks



[bookmark: O_706574]Unit Mapping Information
Supersedes and is equivalent to BSBITU402 Develop and use complex spreadsheets. 
Supersedes but is not equivalent to BSBITA411 Design and develop relational databases.
[bookmark: O_706581]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293900]Assessment Requirements for BSBTEC402 Design and produce complex spreadsheets BSBITU402 Develop and use complex spreadsheets
[bookmark: O_706576]
[bookmark: O_706577]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:
on at least four occasions, prepare, develop, and use a complex spreadsheet.

In the course of the above, the candidate must:
follow organisational and safe work practices including:
ergonomic requirements
energy and resource conservation techniques
adhere to organisational requirements for:
ensuring consistency of style, design and layout
saving and printing publishing documents within designated timelines
naming and storing documents
adhere to identified or task requirements when producing documents including:
editing macros and automating some tasks
using appropriate templates
creating graphs to represent data
resolve issues by referring to user documentation and online help
use appropriate data storage options
evaluate tasks to improve efficiency
apply knowledge of functions and features of contemporary computer applications
communicate with relevant personnel.
[bookmark: O_706578]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 key advanced functions of spreadsheet software applications
describe impact ofkey aspects of formatting and design on presentation and readability of data
explain key organisational requirements for ergonomics, work periods and breaks, and conservation techniques
key aspects of organisational policies and procedures
key methods to test formulae.

[bookmark: O_706579]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:
relevant organisational policies and procedures
relevant workplace documentation and resources relevant to performance evidence
industry software packages and user instructions.

[bookmark: O_706582]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293901][bookmark: O_644163]BSBTEC403 Apply digital solutions to work processes BSBMGT407 Apply digital solutions to work processes

[bookmark: O_644164]Application
This unit defines the skills, knowledge and outcomes to integrate digital technologies into common management practice.
It applies to supervisors, teams, and new and emerging leaders who need to apply digital vision and solutions within structured work environments.
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_644167]Unit Sector
Digital Competence - Technology Use
[bookmark: O_644168]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. Utilise Use digital workplace information
	1.1 Identify available workplace digital applications for communications, technologies and networks
1.2 Locate and use digital information as an integral part of workplace operations
1.3 Review digital information sources for validity and reliability
1.4 Create, store and retrieve information in digital format
1.5 Continuously review trends and innovations in relevant digital technology suitable for workplace innovation

	2. Lead Integrate digital solutions into work processes in a digital environment
	2.1 Identify areas in workplace that could integrate digital solutions
2.2 Select, integrate and use digital services solutions in required in workplace operations
2.2 3 Review and select digital solutions that are fit for purpose and according to organisational policies and procedures
2.3 4 Integrate Implement new digital innovations solutions into workplace operations
2.4 5 Identify and adopt digital media protocols and conventions
2.5 6 Train, encourage and support team members in the application of digital solutions

	3. Recognise and apply intellectual property requirements
	3.1 Identify relevant intellectual property legislation, regulations and the organisation’s policy relevant to intellectual property
3.2 Review digital process and applications for compliance with intellectual property requirements
3.3 Document, register and report matters related to intellectual property



[bookmark: O_644169]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.
	SKILL
	DESCRIPTION

	Reading
	Sources, analyses and interprets textual information, including technical data, in the context of organisational strategy and compliance requirements

	Writing
	Develops texts dealing with complex concepts using specialised and detailed language to convey explicit information, requirements and recommendations in accordance with legal and organisational requirements

	Oral communication
	Presents information using language and features appropriate to the audience

	Navigate the world of work
	Monitors adherence to organisational policies and legal requirements

	Interact with othersTeamwork
	Uses a collaborative instructional approach to encourage, support and develop understanding and skills in others

	Get the work doneTechnology
	Uses and investigates new digital technologies and applications to support organisational plans
Supports the implementation and review of digital technologies



[bookmark: O_644171]Unit Mapping Information
Supersedes and is equivalent to BSBMGT407 Apply digital solutions to work processes.
Supersedes but is not equivalent to:
BSBCUE407 Administer customer engagement technology
BSBITS411 Maintain and implement digital technology
BSBMGT519 Incorporate digital solutions into plans and practices.

[bookmark: O_644178]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293902][bookmark: O_644173]Assessment Requirements for BSBTEC403 Apply digital solutions to work processes BSBMGT407 Apply digital solutions to work processes

[bookmark: O_644174]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:
on at least two occasions identify and integrate digital solutions into work processes
on at least two occasions use digital workplace information.

In the course of the above, the candidate must:
identify digital applications, services and information and evaluate them for use in the workplace including:
the validity and reliability of digital information
monitoring trends and innovations in digital technology
selecting digital services and solutions suitable for the workplace
compliance to relevant legislation, regulations and organisational policies
identify and implement protocols and procedures to integrate digital services and solutions including:
intellectual property requirements
digital media protocols and conventions
storage and retrieval of digital information
training and/or, mentoring or and other support for team members.
[bookmark: O_644175]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 howkey features of legislation, regulations and the organisation’s policies and how procedures relate to working with digital technology and information
explain key elements to consider when evaluating whether digital technology and information options are fit for purpose
outline key features ofthe intellectual property risks to the organisation in relation to digital technology.

[bookmark: O_644176]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:
relevant legislation and regulations
office equipment and technology
relevant workplace documentation and resources relevant to performance evidence.
case studies and, where possible, real situations.

[bookmark: O_644179]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293903]BSBTEC404 Use digital technologies to collaborate in a work environment BSBITU422 Use digital technologies to collaborate in the workplace
[bookmark: O_1001393]
[bookmark: O_1001398]Application
This unit describes the skills and knowledge required to understand the fundamentals of using digital technologies to collaborate in a workplace context, including working as part of a remote team. It involves undertaking a basic review of organisational processes to identify opportunities for using digital technologies to complete work tasks more efficiently and effectively.
It applies to individuals whoIt applies to those who use problem-solving skills and take responsibility for adopting and promoting approaches to improve organisational operations, particularly relating to the use of digital technologies. 
No licensing, legislative or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001397]Unit Sector
Digital Competence - Technology Use
[bookmark: O_1001396]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. Review existing digital technology use in the business
	1.1 Identify current collaborative ways of working, particularly relating to the use of technology to support collaboration
1.2 Assess performance of current ways of working against organisational strategies and objectives
1.3 Collate information collected through review and provide to relevant personnel as required   

	2. Identify opportunities to implement digital technologies for workplace collaboration
	2.1 Identify available digital technologies by accessing relevant sources of information
2.2 Seek assistance from specialist advisors, as where required 
to determine relevant digital applications and specific information related to each  
2.3 Assess existing collaborative methods work against available and existing digital technologies to 
2.4 dIdentifyetermine opportunities and priorities taking into account any associated costs and risksfor digital technology in collaborative work
2.54 Prepare a business case for implementing new digital solutions to support collaboration and seek approval where required 

	3. Implement and use digital technologies to collaborate in the workplace
	3.1 Assess business goals and objectives and Ddevelop a plan to introduce new collaborative technologies, by assessing short-term and longer-term goals business objectives
3.2 Communicate and promote key features of the plan to othersrelevant stakeholders, referring to organisational strategies where relevant
3.3 Implement digital technologies according to plan and organisational requirements, policies and procedures
3.34 Organise training and coaching for relevant personnel stakeholders to maximise uptake and effectiveness



[bookmark: O_1001395]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
	Actively reinforces workplace learning by encouraging personnel to expand their digital literacy 

	Reading
	Organises, evaluates and critiques information from a wide variety of textual material 

	Writing
	Develops material for a specific audience using clear language and workplace conventions to convey explicit information, requirements and recommendations

	Oral communication
	Uses appropriate, detailed and clear language to address key personnel and disseminate information 
Uses listening and questioning skills to confirm understanding of requirements

	Navigate the world of work
	Adheres to organisational policies and procedures and considers own role for its contribution to broader workplace goals 

	TeamworkInteract with others
	Collaborates with others to achieve joint outcomes, playing an active role in facilitating effective group interaction, influencing direction and taking a leadership role on occasion
May seek expert guidance of others in specific areas

	Problem solvingGet the work done
	Applies problem-solving processes when tackling an unfamiliar problem, breaking complex issues into manageable parts and identifying and evaluating several options for action
Uses both formal and informal processes to monitor implementation of solutions and reflect on outcomes for future improvements 
Reflects on ways digital systems and tools are used, or could be used, to achieve work goals, and begins to recognise strategic and operational applications

	Technology
	Reflects on ways digital systems and tools are used, or could be used, to achieve work goals, and begins to recognise strategic and operational applications



[bookmark: O_1001394]Unit Mapping Information
Supersedes and is equivalent to BSBITU422 Use digital technologies to collaborate in the workplace. 
Supersedes but is not equivalent to BSBITB511 Establish and maintain a network of digital devices.
[bookmark: O_1001387]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293904]Assessment Requirements for BSBTEC404 Use digital technologies to collaborate in a work environment BSBITU422 Use digital technologies to collaborate in the workplace
[bookmark: O_1001389][bookmark: O_1001392]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:
on two occasions plan and implement use of digital technology to collaborate in a work environment.

In the course of the above, the candidate must:
review business use of technology for collaboration and identify opportunities, priorities and risks associated with adopting new technologies , in accordance withaccording to organisational strategies
collect, analyse and present relevant information about digital applications
create and present a business case to appropriate personnel relevant stakeholders for adopting new collaborative digital technologies
develop and communicate a plan to implement new ways of working collaboratively using digital technologies. 
[bookmark: O_1001391]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:
key fundamentals of common digital applications, including key terms and, concepts and user features
key features of organisational  requirements, policpoliciesies and requirements procedures related to digital security
key features of organisational commercial strategy relevant to digital technologies
key sources of information about digital applications, and options specific to the business.

[bookmark: O_1001390]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:
business workplace equipment and resources relevant to performance evidence
business technology
relevant legislation, regulations, standards and codes
relevant organisational policies and procedures
case studies or where possible, real situations 
interaction with others.

[bookmark: O_1001388]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293905]BSBTEC405 Review and maintain organisation’s digital presence BSBEBU401 Review and maintain a website
[bookmark: O_700779][bookmark: O_700780]Application
This unit describes the skills and knowledge required to undertake data analysis, review website digital presence content, and update and maintain digital presencea website.
It applies to individuals whoIt applies to those who have knowledge of the relationship between a websitedigital presence and the core functions of an organisation. They also have working knowledge and skills to perform basic updates to website and other digital contentand social media. They may provide administrative support within an organisation or be other individuals who have been delegated this responsibility.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_700783]Unit Sector
Digital Competence - Technology Use
[bookmark: O_700784]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. Review website digital presence content and use
	1.1 Monitor and analyse customer and user feedback in accordance with organisational timelinesaccording to organisational requirements 
1.2 Analyse automatically collected website data and identify trends
1.3 Make recommendations on changes to website digital presence and its content in response to feedback and data analysis
, and approve changes scheduled for implementation
1.4 Review cost implications of the recommended changes to and determine their viability
1.5 Approve changes scheduled for implementation

	2. Update websitedigital presence
	2.1 Identify sources of information on the organisation, including website, digital directories and social media platforms
2.12 Replace superseded and inaccurate information with current information and add additional material in accordance withaccording to organisational requirements
2.32 Follow protocols for ensuring the accuracy and authenticity of information
2.43 Remove services no longer available or required and add new ones services in accordance withaccording to organisational requirements
2.54 Check offline information against that posted on the websiteonline information and rectify any discrepancies in accordance withaccording to organisational timelines
2.65 Follow security procedures for updating digital presencethe website

	3. Carry out non-technical site maintenance
	3.1 Analyse user feedback to confirm website faults are not user issues
3.2 Rectify faults and make improvements to website digital presence in response to user feedback approved by the organisation
3.3 Add new web pages and/or active linksdigital features and remove redundant pages and linksfeatures in accordance withaccording to organisational requirements
3.4 Make website changesChange digital presence in response toaccording to changes in marketing strategy, in accordance with organisational requirements, policies and procedures and consideration of cost benefits



[bookmark: O_700785]Foundation Skills
This section describes language, literacy, numeracy and employment skills incorporated in the performance criteria that are required for competent performance.

	SKILL
	DESCRIPTION

	Reading
	Recognises text within job specifications and work processes related to the outcomes of the job

	Writing
	Records key information related to the outcomes of the job

	Oral Communication
	Makes recommendations on changes to website digital presencecontent
Analyses and responds to user feedback

	Numeracy
	Uses basic numeracy skills to determine cost implications and viability

	Self-managementNavigate the world of work
	Accepts responsibility and ownership for the task and makes decisions on completion parameters and the need to coordinate with others
Takes personal responsibility for following security procedures and meeting organisational requirements

	Planning and organisingInteract with others
	Takes responsibility for planning, sequencing tasks for efficient and effective organisational outcomesSelects and uses appropriate conventions and protocols when communicating with clients and users in a range of work contexts

	Problem solvingGet the work done
	Takes responsibility for planning, sequencing tasks for efficient and effective organisational outcomes
Uses problem solving processes to identify and analyse technical issues 
Contributes to continuous improvement of website digital presence by applying basic principles of analytical thinking
Understands the purposes, specific functions and key features of common digital systems and tools and operates them effectively to complete tasks in accordance with security requirements

	Technology
	Understands the purposes, specific functions and key features of common digital systems and tools and operates them effectively to complete tasks in accordance with security requirements



[bookmark: O_700787]Unit Mapping Information
No equivalent unit. Supersedes but is not equivalent to BSBEBU401 Review and maintain a website.

[bookmark: O_700794]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293906][bookmark: O_700789]Assessment Requirements for BSBTEC405 Review and maintain organisation’s digital presence BSBEBU401 Review and maintain a website

[bookmark: O_700790]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:
on two occasions, review, update and carry out maintenance on an organisation’s digital presence, including:
website
digital directories
social media platforms.

In the course of the above, the candidate must:
analyse data toand make recommendations about changes to websitedigital presence
update web pagesdigital presence according to organisational requirements
analyse data, identify and resolve faults, errors and/or complaints on websiteabout digital presence.
[bookmark: O_700791]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:
key features of relevant digital platforms, including:
social media 
websites
identify and review knowledge of key provisions of relevant legislation, regulations, and standards and codes of practice that may affect aspects of business operationsorganisation’s digital presence 
key explain basic principles of website design and maintenance of relevant platforms
keyoutline aspects of online security issues
key features of organisational policies and procedures relevant to performance evidence
key methods of data analysis relevant to online stakeholder engagement.

[bookmark: O_700792]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:
workplace equipment and resources relevant to performance evidence networked computers
computers and office equipment
industry software packages

documentation relating to analysis and strategies/policies for implementation
organisational policies and procedures relevant to performance evidence.

[bookmark: O_700795]Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293907][bookmark: O_1001088]BSBTEC501 Develop and implement an e-commerce strategy BSBEBU511 Develop and implement an e-business strategy
[bookmark: O_1001093]Application
This unit describes the skills and knowledge required to evaluate e-businesse-commerce models and strategies for use in a business context. This includes the ability to incorporate the results of these evaluations into the design of an e-businesse-commerce strategy, including marketing, buying and selling goods and services online.
It applies to individuals whoIt applies to those who possess skills and knowledge in a specialist business area, as well as knowledge of digital applications and other technologies. They apply these skills and knowledge in the evaluation, selection and implementation of new strategies for business, which incorporate e-businesse-commerce solutions. They may be responsible for overseeing these tasks along with technical or other knowledge experts.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
[bookmark: O_1001092]Unit Sector
Digital Competence - Technology Use
[bookmark: O_1001091]Elements and Performance Criteria
	ELEMENT
	PERFORMANCE CRITERIA

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

	1. Analyse opportunities for e-businesse-commerce
	1.1 Undertake a competitive analysis to determine the likely impact new capabilities will have on industry sectors and competitors
1.2 Complete value chain analysis to and identify processes and relationships that may benefit from the adoption of e‑businesse-commerce solutions, in accordance with, according to organisational strategies
1.3 Identify threats and opportunities to of e‑businesse-commerce implementation and evaluate potential contributions to the businessorganisation
1.4 Conduct resource analysis to and identify cost and revenue implications in developing opportunities, according to organisational policiespolicies and proceduresprocedures
1.5 Identify and evaluate legal and ethical issues relating toin e‑businesse-commerce opportunities

	2. Evaluate e-businesse-commerce models
	2.1 Identify and analyse business‑to‑business, business‑to‑consumer, intra‑organisational e‑businesse-commerce applications and e‑businesse-commerce models
2.2 Rank compatible e‑businesse-commerce models in terms of their strengths and weaknesses, considering identify resourcing, technical and security requirements of each, and assessing assess against according to organisational strategies 
2.3 Assess Analyse cost implications of implementation of e‑businesse-commerce models
2.4 Determine an e‑businesse-commerce model most appropriate in relation to organisational strategies

	3. Design an e-businesse-commerce strategy
	3.1 Formulate purpose, objectives and values for the e‑businesse-commerce
3.2 Identify target market, and value chain structure in accordance withaccording to chosen e‑businesse-commerce model
3.3 Identify and obtain technical needs and expertise required to implement e‑businesse-commerce model
3.4 Investigate and identify possible culture issues, and develop plan to manage transition to e-commerce, according to organisational policies and proceduresInvestigate and develop plan to address culture change issues to manage transition to an e‑business, in accordance with organisational policies and procedures

	4. Implement an e-businesse-commerce strategy
	4.1 Develop policies and guidelines procedures to that support customers, supply chain and staff to and ensure successful implementation
4.2 Monitor performance of business organisational goals and adjust policies and procedures to respond to changing needs requirements of customers, staff and supply chain
4.3 Review e‑businesse-commerce systems and models, seeking feedback from users and personnel stakeholders responsible for e‑businesse-commerce implementation
4.4 Incorporate evaluation results and feedback to and improve future e‑businesse-commerce strategies


[bookmark: O_1001090]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 a range of textual information to evaluate opportunities, possible exemplars and technical considerations   

	Writing
	Takes personal notes and develops workplace documentation that clarifies complex ideas using language and structure to suit context and audience      

	Oral Communication
	Articulates information clearly using language and tone appropriate to audience and environment 
Uses active listening and questioning techniques to receive feedback and confirm understanding

	Numeracy
	Analyses numerical information to determine resources required for job 

	Navigate the world of workInitiative and enterprise 
	Develops and reviews organisational procedures to achieve broader workplace goals 

Investigates new and innovative ideas as a means to continuously improve work practices and processesMonitors adherence to organisational procedures and legislative requirements 

	Interact with others
	Selects and uses appropriate conventions and protocols when communicating with others in a range of work contexts

	Get the work doneSelf-management
	Takes responsibility for developing and implementing organisational processes that comply with legislative requirements and achieve required outcomes
Systematically gathers and analyses all relevant information and evaluates options to solve problems or make decisions
Considers the effectiveness of a solution in terms of how well it met stated goals, and seeks to make improvements 
Investigates new and innovative ideas as a means to continuously improve work practices and processes
Uses digital technologies and systems safely, legally and ethically to access, store and share information        

	Problem solving
	Systematically gathers and analyses all relevant information and evaluates options to solve problems or make decisions

	Technology
	Uses digital technologies and systems safely, legally and ethically to access, store and share information



[bookmark: O_1001089]Unit Mapping Information
Supersedes and is equivalent to BSBEBU511 Develop and implement an e-business strategy.
Supersedes but is not equivalent to BSBEBU502 Implement e-business solutions.

[bookmark: O_1001082]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10



[bookmark: _Toc24293908][bookmark: O_1001084]Assessment Requirements for BSBTEC501 Develop and implement an e-commerce strategy BSBEBU511 Develop and implement an e-business strategy

[bookmark: O_1001087]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 implement an e-commerce strategy for an organisation or work area.

In the course of the above, the candidate must:
analyse and evaluate e‑businesse-commerce opportunities involving new business models and not simply electronic versions of existing businesses, including but not limited to:
undertaking a value chain analysis
identifying threats and opportunities
determining cost and revenue impacts
provide supporting evidence for choice of e‑businesse-commerce solution
formulate purpose, objectives and values for an e-businesse-commerce strategy
identify and address target markets and e-businesse-commerce resourcing needs
implement, monitor and evaluate an e-businesse-commerce solution.
[bookmark: O_1001086]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:
Key features of amethods for conducting value chain analysis when assessing potential e-businesse-commerce solutions
kKey features of relevant legislation, regulations, standards and codes of practice that may affect the implementation of the e-businesse-commerce solution
kKey features of a rangecommon of e-businesse-commerce models
Key features of the organisational policpoliciesies and proceduresprocedures 
relating to the implementation of the e-business solution relevant to performance evidence
kKey features of organisational strategy related to e-businesse-commerce solutions.
.

[bookmark: O_1001085]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:
office equipment and materials, including office technology
workplace equipment and resources relevant to performance evidence
relevant organisational policies and procedures 
documentation relating to analysis and implementation 
relevant legislation, regulations and codes of practice.

Assessors of this unit must satisfy the requirements for assessors in applicable vocational education and training legislation, frameworks and/or standards.
[bookmark: O_1001083]Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10


[bookmark: _Toc24293909]BSBTEC601 Review organisational digital strategy
Application
This unit describes the skills and knowledge required to review an organisation’s digital strategy and how assess whether it is fulfilling its objectives under relevant performance indicators.
It applies to individuals who are responsible for reviewing the operation and effectiveness of an organisation’s digital strategy to ensure the strategy remains according to organisation’s objectives.
No licensing, legislative, regulatory or certification requirements apply to this unit at the time of publication.
Unit Sector
Digital Competence - Technology Use
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. Develop the review plan
	1.1 Obtain and interpret information on organisation’s policy/spolicies, and procedures, and objectives
1.2 Develop a review methodology 
1.3 Prepare review plan detailing established review criteria, organisational objectives and the information to be collected
1.4 Ensure approval of plan from relevant stakeholders

	2. Collect review information
	2.1 Source relevant digital strategy information according to review plan
2.2 Organise, interpret and evaluate collected information against established review criteria according to review plan
2.3 Discuss issues interpreting information and address appropriately in consultation with relevant stakeholder/s
2.4 Organise interpreted review information for analysis

	3. Analyse the collected information
	3.1 Analyse review information according to review plan
3.2 Review and discuss outcomes and findings of the analysis with relevant stakeholder/s

	4. Determine review findings and outcomes
	4.1 Develop and discuss preliminary findings and any identified issues with relevant stakeholder/s
4.2 Source additional information required to clarify aspects of findings and issues
4.3 Prepare recommendations for action/s to improve digital strategy 

	5. Document and distribute the outcomes and recommendations of the review
	5.1 Prepare a draft report of the outcomes, findings and recommendations of digital strategy review according to review plan
5.2 Distribute draft report to relevant stakeholders
5.3 Edit the report based on the feedback obtained
5.4 Proofread the report in preparation for distribution
5.5 Ensure the final report is signed off by authorised stakeholders
5.6 Distribute the report to relevant stakeholders according to review plan


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, interprets, analyses or reviews complex texts from various sources to determine, organisational operations, specific requirements and responsibilities 
Checks documents for accuracy of content, grammar, spelling and punctuation 

	Writing
	Collates and compiles results of research and analysis using appropriate technical language and organisational formats
Develops materials to convey information, requirements or recommendations using language and structure appropriate to the audience 
Composes and edits texts, selecting appropriate vocabulary and structure for audience and purpose

	Self-management
	Responsible for following policies, procedures and legislative requirements 

	Planning and organising
	Plans, develops, implements and monitors processes for reviewing digital strategy performance

	Technology
	Uses digital technologies and systems safely, legally and ethically to access, store and share information



Unit Mapping Information
No equivalent unit. New unit.
Supersedes but is not equivalent to:
BSBITA611 Configure and optimise customer contact technology
BSBITB801 Implement advanced electronic technologies.

Links
Companion Volume Implementation Guide is found on VETNet: https://vetnet.education.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10
[bookmark: _Toc24293910]Assessment Requirements for BSBTEC601 Review organisational digital strategy 

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:
on two occasions review and develop and distribute recommendations relating to an organisations the digital strategy of an organisation or work area.

In the course of the above, the candidate must:
access and interpret information about required organisational objectives 
develop a review plan including:
preparation of a review methodology
prepare and submit final report for approval and implementation.
[bookmark: O_704660]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:
key features of organisational policy/spolicies and procedures, and objectives relevant to performance evidence
key digital strategy review methodologies
key aspectsfeatures of review plans and criteria, 
key sources of relevant digital strategy information 
key methods of analysis of review information  
key principles ofcommon recommendations for action/s to improve digital strategy 
key methods of distribution of the final review report. 
[bookmark: O_704661]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: 
relevant standards, laws, regulations, industry and organisational codes and standards
relevant information
office workplace equipment and business technologyresources relevant to performance evidence.
computer resources 
case studies and, where possible, real situations.

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

