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BSBTEC201 Use business software applications 

Modification History 

Release  Comments  

Release 1 This version first released with BSB Business Services 
Training Package Version 7.0. 

 
 

Application 

This unit describes the skills and knowledge required to select and use software and organise 

electronic information and data. 

The unit applies to those who 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. 

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. 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 relevant technology and software applications to achieve 
requirements of the task  

1.3 Adjust workspace, furniture and equipment to suit own 
ergonomic requirements  

2. Input and process 
information or data 

2.1 Identify and open application, according to task and 
organisational requirements  

2.2 Enter information or data into application according to 
organisational requirements 

2.3 Ensure information or data is checked and amended according 
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ELEMENT PERFORMANCE CRITERIA 

to organisational and task requirements  

2.4 Format information or data using appropriate application 
functions according to organisational and task requirements 

2.5 Use relevant help functions to overcome simple issues  

3. Finalise and store 

document 

3.1 Review and edit final information or data, and prepare for 

storage in accordance with organisational and task requirements 

3.2 Name and store document and exit application  

 
 

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  

 
 

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. 

Links 

Companion Volume Implementation Guide is found on VETNet - 

https://vetnet.gov.au/Pages/TrainingDocs.aspx?q=11ef6853-ceed-4ba7-9d87-4da407e23c10 
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