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Software Publications

Software Publications aims to meet the educational and training needs of the
vocational sector. Our benchmarks for the quality of our resources, customer
service, resource development and general publishing practices are aimed to be
the best in our market.

Our products are designed for use in a wide range of learning environments,
including workplace, classroom, blended and online.

Software Publications will continue to refine our publishing skills and develop
products that are responsive to the changing demands of industry and vocational
training providers to ensure our presence as a leading producer of technical and
vocational educational resources in Australia and New Zealand.

Software Publications Pty Ltd
ABN: 75078 026 150

Telephone

Customer service: 1800 146 542
General enquiries: 02 9882 1000
Fax

1800 146 539 or (02) 9882 1800
Email
office@softwarepublications.com.au
Website
www.softwarepublications.com.au
Address

Unit 10, 171 Gibbes Street,
Chatswood NSW 2067

Customisation:

The content, structure and appearance of our products can be adapted to suit your
requirements. This can be useful where you are delivering training to learners in a
specific industry or workshop environment.

Call us to discuss the many options we have available.

Personalisation:

We can personalise covers with your logo and combine resources into one
combined package - ask us today how we can help deliver flexible resources to
you.


http://www.softwarepublications.com.au
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Manage meetings

BSBADM502B

Beverley Weynton- 88 pages- $24.95
ISBN: 174123741-6

This book addresses the performance outcomes, skills and

Plan and manage conferences

BSBADM503B

Beverley Weynton- 124 pages- $24.95
ISBN: 1741238242

People who are responsible organise conferences in both

knowledge required to manage various types of meetings. Thimisiness and community roles, will find that this book equips

includes overseeing the meeting preparatio
processes, chairing meetings, organising th
minutes and reporting meeting outcomes.

<

Manage Meetings
£ 9
a4 LH”

—_—

Plan or review administration systems

BSBADM504B

Haylee & Brian Walmsley 118 pages- $22.95
ISBN: 192165704-9

This book addresses the performance outcomes, skills and
knowledge required to plan or review the requirements of
effective administration systems and
procedures for implementing, monitoring an
reviewing the system.

The learning activities are particularly suitak
for learners who wish to complete activities
their own workplace. Learners are
encouraged to develop a resource folder a
portfolio of evidence as they progress
through the workbook.

Action customer contact

BSBCCO201A

Roslynda Armitstead- 115 pages- $22.95
ISBN: 192165741-3

Action customer contautill equip workers in a customer
contact centre the essential knowledge and skills needed to
communicate effectively with customers, fin
solutions to customer problems, process v
customer orders and maintain records.

Learning activities and a case study are

provided for each element in the unit

BSBCCO201A. The learning activities are “
suitable for presentation in a portfolio of

evidence for assessment. A final assessment

tool is provided.

them with the skills and knowledge require
to plan, promote and coordinate conference
Readers will find in this book a comprehens
examination of all aspects of conference ===
management. The book features a final "‘&' "2.
assessment based on a detailed case study| «- v

<4

Plan and Manage
onference:

Manage business document design and
development

BSBADMS506B

Christine Kent- 138 pages- $27.95
ISBN: 174123072-1

This book covers setting standards for organisational
documents and managing document design to meet those
standards. The reader will follow a stédyy-
step approach to create professional
documents that could be presented in a —
portfolio of evidence of competence for unit|: [‘W et
BSBADNOEB. :

R

% 1

£ ra

Communicate in the workplace

BSBCMM201A

Penny Robertshawe 146 pages- $24.95
ISBN: 174123770-X

Case studies, role plays, group and individual learning activities

and extension research activities are featured in this practical
approach to developing communication skills
This book will help the reader to develop
communication skills by looking at techniqu
for responding to and conveying informatiorn
through interactions with others.

Software Publications z Key First Semester Title2010 Catalogue | 3



Process customer complaints

BSBCMM301A

Sandra Griffith- 100 pages- $19.95
ISBN: 1741237904

A key indicator of the effectiveness of customer service

Deliver a service to customers

BSBCUS201A

Sandra Griffith- 110 pages- $24.95
ISBN: 1741237610

This book offers a practical approach to developing customer

delivery in any organisation is the way customer complaints aservice skills through a range of learning activities including

dealt with. In this book, the reader will

undertake case studies, role plays, group al =
individual learning activities that are designé

to equip with the knowledge and skills P
required to turn customer complaints into ar .m"
opportunity to improve their performance. | S RS

Deliver and monitor a service to
customers
BSBCUS301A

Sandra Griffith- 109 pages- $22.95
ISBN: ¥74123732-7

role plays, group activities, research tasks and
case studies. A comprehensive assessmen
based on a detailed case study is provided.

<4

Deliver a Service
T ToMmers

vk

Coordinate implementation of customer
service strategies
BSBCUS401A

Sandra Griffith- 130 pages- $22.95
ISBN: 174123736-X

Deliver and monitor a service to custoniweas effective stefpy Coordinate implementation of customer service strategies
-step guide to developing the knowledge and skills required t@ssentially about how an organisation plans, implements, co

be a customer service professional. The bogak

is closely aligned to the unit BSBCUS301A =

with information, learning activities, case | __ .

studies and assessment for each performary e s
ge €

criteria. "“ \

Implement customer services standards

BSBCUS403A

Sandra Griffith- 120 pages- $22.95
ISBN: 1741238536

Implement customer service standand$assist the reader to
enhance the skills and knowledge required to develop and

implement customer service standards.

Case studies examine the application of thig 3
competency in a wide range of industries. T|
completed learning activities are suitable fo| ===a==s—=a-
inclusion in a portfolio of evidence for "{' %
assessment. . V

ordinates and controls all the day to day
activities needed to provide excellent custome 2
service in a range of industries. This book will
assist the reader to acquire the skills and

knowledge required to develop a customer [ $ i oF

service plan, manage resource acquisition and
lead and manage a customer service team. Th
book also provides information, case studies ana

a range of activities that relate to monitoring and reviewing
customer service performance.

Manage quality customer service

BSBCUS501A

Sandra Griffith- 116 pages- $22.95
ISBN: 1741239745

The reader will learn to apply the skills and knowledge required
to develop a customer service plan, manage resource
acquisition and lead and manage a customer
service team. The book also provides
information, case studies and a range of
activities that relate to monitoring and :7?\
reviewing customer service performance. 4“ \ ‘
This book features a range of case studies |« '
that describe the application of customer
service plans in various work environments.

A
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Manage budgets and financial plans

BSBFIM501A

Haylee & Brian Walmsley 94 pages- $22.95
ISBN: 192165707-3

Manage human resources services

BSBHRM501A

Veronica Ritchie- 104 pages- $22.95
ISBN: 174123961-3

This book prepares the reader to undertake financial managemenithis book addresses the outcomes, skills and knowledge

within a work team in an organisation. This includes planning andrequired to plan, oversee and deliver human resources services.

implementing financial management

approaches, supporting team members whose 4
role involves aspects of financial operations,
monitoring and controlling finances, and
reviewing and evaluating effectiveness of
financial management processes in line with th
financial objectives of the work team and the
organisation. The reader is encouraged to
prepare a portfolio of evidence of knowledge and skills from
workplace documents.

Manage Budgets
and Financial Plans
2.1 2

—_—

4

Manage performance management
systems

BSBHRM503A

Alfred Quay - 192 pages- $29.95
ISBN: 1741237432

Manage performance management systgnovides a concise
introduction to the principles behind implementing and
overseeing performance management
systems. It includes ongoing performance
feedback strategies as well as formal
performance feedback meetings. Specific
intervention associated with
underperformance and/or misconduct is als(
included.

Manage remuneration and employee
benefits

BSBHRM505A

Veronica Ritchie- 90 pages- $22.95
ISBN: 1741239605

Suitable for a wide range of learneianage remuneration
employee benefitfexamines the key aspects of remuneration and
benefit plans. It provides the reader with a

comprehensive understanding of current model 4
of performance management and their
application in the Australian work environment. |}
Case studies are provided to demonstrate the
application of the knowledge and skills discusse
in the workbook to a diverse range of business
environments. Learners are encouraged to

The various learning tasks and assessment are
suitable for readers in a range of learning
environments, including group learning and
distance education. The activities are
particularly suitable for learners who wish tg
complete activities in their own workplace.
Learners are encouraged to develop a
resource folder and portfolio of evidence as
they progress through the workbook.

Manage workforce planning

BSBHRM504A

Russell Mason 98 pages- $22.95
ISBN: 174123932-X

Manage workforce plannimgvers aligning workforce objectives
with business plans, analysing labour market trends and
predictions, and designing strategies and
succession plans. This book provides the reg 3
with a comprehensive understanding of curre
models of workforce and their application in | s
the Australian work environment. : | X
Case studies are provided to demonstrate th ‘ m
application of the knowledge and skills

discussed in the workbook to a diverse range of
business environments.

Work effectively in a contact centre
environment

BSBIND101A

Roslynda Armistead 129 pages- $24.95
ISBN: 1921657340

Roslynda Armistead introduces the reader to the processes,
work practices and culture of contact centres. This book

features an excellent case study and learnina
activities that are clearly linked to each
performance criteria. A comprehensive final
assessment activity is included.

develop a resource folder and portfolio of evidence as they progress

through the workbook.
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Implement workplace information
system
BSBINM401A

Penny Robertshawe 94 pages- $22.95
ISBN: 174123977-X

Implement workplace information systesamines the processes ofThis book guides the reader through the process of identifying
and organising the learning needs of stakeholders in relation to

identification, acquisition, initial analysis and application of
workplace information. The various learning tasks

and assessment are suitable for learners in a e
range of learning environments, including grouy
learning and workplace contexts. Learners will | /2 )
compile a resource folder that they can use as i T 7 ¢,
reference tool in their workplace. The workbook ‘m
encourages the learner to collate a portfolio of

evidence as they progress through the workbook
that may be suitable as a component of assessment in this unit.

Promote innovation in a team
environment

BSBINN301A

Sandra Griffith- 132 pages- $24.95
ISBN: 1741238900

This book addresses the performance outcomes, skills and
knowledge required to be an effective and paative member
of an innovative team. The key focus of the

book is on learning what makes for an =
innovative team, what keeps it working well, ...
how the structure of work can make a g
difference and what skills and knowledge ar¢ .“'
needed to maximise opportunities for a T
innovation.

Develop teams and individuals

BSBLED401A

Sandra Griffith- 112 pages- $29.95
ISBN: 174123851-X

Manage an information management or
knowledge management system

BSBINM501A

Penny Robertshawe 130 pages- $22.95
ISBN: 192165744-8

an information or knowledge management
system. It also examines the issues involve
implementation and integration and
discusses ways to determine how well the
system contributes to workplace
performance. Its range of activities are
designed to give learners strategies for
understanding, planning and managing the
system's complexities.

Develop keyboarding speed and
accuracy

BSBITU307A

Robyn Harm- 100 pages- $22.95
ISBN: 1741238803

The book is predominately practical with nearly 200 step
step exercises, covering many of the features in Word that
help users produce attractive, practical and
above all functional documents. A skills test#%
at the end of each section allows students t
put their newly gained knowledge into
practice in order to consolidate that learning
The book includes stepy-step instructions
and is designed for classroom teaching or sk
paced learning.

Develop a workplace learning
environment
BSBLED501A

Sandra Griffith- 124 pages- $24.95
ISBN: 1741239834

This book will assist the reader to conduct a Training Needs AnalysiBevelop a workplace learning environnudfers a rich blend of
prepare individual and team learning plans and coordinate Iearningtheory and examples from theory and professional practice.

and development opportunities across the
organisation. This workbook is suitable for both
frontline managers and team leaders and specia
learning and development personnel. Particular
emphasis is on the development of strategies to
facilitate and promote learning, and to monitor ar
improve learning performance.

The book features an extensive range of case

Particular emphasis is on the development of
strategies to facilitate and promote learning
and to monitor and improve learning
performance.

The book features an extensive range of ca| 4
studies and learning activities that are
suitable for learners in diverse learning

<

Develop a Workplace
Learning Environment

studies and learning activities that are suitable for learners in diversgnvironments.

learning environments.
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Show leadership in the workplace

BSBMGT401A

Louise Targett- 110 pages- $22.95
ISBN: 174123766-1

This book is designed to assist the reader to develop the

competence to work with teams and individuals. Those who

are making the transition from being a team
member to taking responsibility for the work]
and performance of others will find this bool
a valuable reference and learning tool.

Implement continuous improvement

BSBMGT403A

Alfred Quay- 108 pages- $22.95
ISBN: 192165713-8

This book is a comprehensive study of continuous
improvement systems and processes. It includes over 30
learning activities and a final assessment tool

Facilitate continuous improvement

BSBMGT516A

Alfred Quay - 114 pages- $22.95
ISBN: 1741239761

Facilitate continuous improvemastor those who lead and
manage continuous improvement processes. The book
examines the principles of total quality
management and its impact on areas of
business operations including customer
service and production. The processes of | sz
evaluation and review are examined in deta| mi
The various learning tasks and assessment :
suitable for learners in a range of learning
environments, including group learning and
distance education.

Implement operational plan

BSBMGT402A

Will Baker - 86 pages- $19.95
ISBN: 174123944-3

This book is designed to assist the reader to develop the skills
and knowledge to be able to achieve the performance
outcomes required to implement operational
plans. It covers monitoring and adjusting
operational performance, producing shert
term plans for the department/section,

planning and acquiring resources and “" "".
providing reports on performance as requirg « < v‘

<4

Manage operational plan

BSBMGT515A

Hayden Barry- 108 pages- $22.95
ISBN: 1741239729

Manage operational plaaxamines how an organisation plans,
implements, coordinates and controls all the day to day activities
needed to run a successful business. This book

will assist the reader to develop the skills ang 4

knowledge required to prepare and implemer

an operational plan, manage resource Marage Cpsricnal P
g O

acquisition and recruitment activities and to | 4°
monitor and review operational performance.| . "
This book features a range of case studies th -
describe the application of the operational
plans in various work environments.

vk

Interpret market trends and
developments

BSBMKG507A

Nick Tchan- 110 pages- $22.95
ISBN: 192165724-3

Marketing professionals will find that Nick Tchan's book
provides a comprehensive introduction to statistical techniques
that are used to analyse organisational and
marketing performance, and to interpret ney

and emerging trends when forecasting futur "
business needs.

W
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Recommend products and services

BSBPRO301A

Sandra Griffith- 95 pages- $19.95
ISBN: 1741239850

Develop and apply knowledge of public

relations industry

BSBPUB401A

Nisrine Amine- 85 pages- $19.95
ISBN: 192165716-2

This book uses case studies from a wide range of industries t®his book is suitable for those already employed in public
relations or those who are undertaking study before seeking a

assist lesexperienced readers understand how customer

service professionals apply their knowledge
and skills in the workplace. The learning
activities are designed to suit the needs of
classroom and workplace students. The fing
assessment activity is suitable for group or
workplace learners.

<4

Aecoroenc prodcts and servers

Te O\
‘yh

Develop public relations campaign

BSBPUB402A

Nisrine Amine- $19.95
ISBN: 192165%#30-8

Develop a public relations campaégiopts a very practical

to each performance criteria for the unit

BSBPUB402A. The book features instructio
for development of a portfolio of evidence fq
assessment. A final assessment activity is g
included.

L

Develop public
relations campaigr

Analyse and present research
information
BSBRES401A

Loris Hansford- 154 pages- $29.95
ISBN: 1741239931

This book is designed to develop skills in organising and
presenting workplace information. A wide range of current
information sources are described in detail. Case

studies examine the application of this
competency in a wide range of industries. The
learning activities are designed to step the
learner through a project where they begin by
identifying their objective, undertake research

and prepare a final report where they present

Y

,"?' ‘ f‘L
Nga

their analysis and recommendations. The

completed learning activities are suitable for inclusion in a

portfolio of evidence for assessment.

position in a public relations firm.

Nisrine Amine's book features interesting an
engaging learning activities that are clearly
linked to each performance criteria.

Develop and apply
inawledge of the

1%

Establish networks

BSBREL401A

Penny Robertshawe 126 pages- $24.95

ISBN: 192165712-X

Establish networks wilquip the readers with the skills and
approach. Learning activities and case studies are clearly linkatbwledge they require to develop and maintain effective work

relationships and networks. It addresses the

relationshipbuilding and negotiation skills
required by workers within an organisation g
well as freelance or contract workers. The
various learning tasks and assessment are
suitable for learners in a range of learning
environments, including group learning and

workplace contexts. Learners will compile a resource folder
that they can use as a reference tool in their workplace.

Identify risk and apply risk management

processes

BSBRSK401A

Tanya O'Loughlin 92 pages- $19.95
ISBN: 174123991-5

This book is for those who wish to develop their competence to
identify risks and to apply established risk management

processes to their own work responsibilities

and own area of operation. It features a cass
study that guides the learner through the
application of the theory contained in the
workbook to a work environment. Learners i
a range of learning environments, including

distance, workplace and classrooms will fing

Nk

<4

the content, learning activities and

assessment tasks relevant to their educational context.
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Manage risk

BSBRSK501A

Tanya O'Loughlin- 94 pages- $22.95
ISBN: 1921657057

A wide range of current risk management strategies are
described in detail. Case studies examine the application of tkisvelop business ideas, and to investigate market needs and

competency in a wide range of industries. The

learning activities are designed to step the
learner through a project where they
undertake a risk analysis and develop and
develop and implement a risk management
strategy. The completed learning activities

are suitable for inclusion in a portfolio of

R

Manage Risk

ko

evidence for assessment.

Develop a micro business proposal

BSBSMB302A

Rita Helling- 88 pages- $19.95
ISBN: 1741238757

Investigate micro business
opportunities

BSBSMB301A

Rita Helling- 90 pages- $19.95
ISBN: 1741238749

This book equips the reader with the competence required to

factors affecting potential markets. A
practical handson approach will aid the
reader in determining the feasibility of their

proposed business idea. *75

Erh

Plan a home based business

BSBSMB306A

Rita Helling- 79 pages- $19.95
ISBN: 1741239788

Rita Helling's book provides practical advice to those who areThis book is suitable for learners who are thinking about
interested in establishing a small business. The reader will leggiablishing a micro business. The various learning tasks and

how to evaluate the feasibility of their

proposed business and prepare a business
plan. A range of learning activities will assis
the reader to develop the skills and
knowledge they need to present their ideas
and gain the support of stakeholders.

4
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Participate in Environmentally

Sustainable Work Practices
BSBSUS201A

Software Publications Pty Ltd 86 pages-

ISBN: 1741239494

$22.95

Implement and monitor environmentally sustainable work
practiceds designed to equip learner with the skills and

knowledge they need to effectively analyse ________

their workplace and identify opportunities to
implement work practices that promote
sustainability.

assessment are suitable for readers in a range of

learning environments, including group learnin <
and distance education. The reader will compi
a resource folder that they can use as a refere

tool in their workplace. This workbook features @, iﬁt’:

range of practical strategies that could be
applied in a diverse range of home
environments. The language is presented in a
format that is easy to read and apply to the readers' individual self
employment situation.

Implement and monitor environmentally
sustainable work practices

BSBSUS301A

Software Publications Pty Ltd 144 pages- $24.95
ISBN: 1741239508

The various learning tasks and assessment are suitable for
readers in a range of learning environments, including group
learning and workplace contexts. This book
features a range of case studies that
demonstrate implementation of workplace
policies and procedures for sustainability in
various work environments.
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Develop workplace policy and

procedures for sustainability Develop work priorities

BSBSUS501A BSBWOR404A
Software Publications Pty Ltd 132 pages- $22.95 Will Baker - 96 pages- $19.95
ISBN: 174123951-6 ISBN: 1741239451

This book is designed for people with managerial responsibilities This book addresses the performance outcomes, skills and
for sustainability strategies, policies, proceduresinarangeof ET 1 x1 AACA OANOEOAA O bPI AT 11
industries. Learning tasks and assessment are monitor and to obtain feedback on work
suitable for learners in a range of learning performance and development. It also
environments, including group learning and addresses the requirement to take
workplace contexts. This book features a rang OAODI 1 OEAETI EOU /El O | comerworomaries | | x ]
of case studies that describe the development : n¥

and implementation of workplace policies and and professional development. .‘ v‘
procedures for sustainability in various work = =
environments. The reader is encouraged to
collate a portfolio of evidence that may be used as a component of
assessment.

Manage personal work priorities and

: Ensure team effectiveness
professional development

BSBWOR501A BSBWOR502A
Kerry Aldridge- 96 pages- $22.95 Kerry Aldridge- 104 pages- $19.95
ISBN: 1741239966 ISBN: 174123931-1

Designed to help students to develop the skills and knowledg&his book is designed to assist the reader to develop the

required to manage their own performance and professional competence to facilitate all aspects of teamwork. The book
development. The learning activities are covers developing a team performance plan
particularly suitable for learners who wish tg 4 facilitating team cohesion and teamwork an

4

complete activities in their own workplace. Il EAEOETI ¢ xEOE OEA 0O/ OOAERA

Learners are encouraged to develop a " = This book features a range of tools that will =
resource folder and portfolio of evidence as “i v“ useful in gathering evidence of competence &t‘
they progress through the workbook. a — including continuous assessment, portfolio

and Third Party Reports.

Ensure Team Effectiveness
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Computer applications

31 Z£FOxAOA O0OAI EAAOEIT 08 AiITEO EAOA AOOAAI EOEAA A
tools for computer applications. We have worked closely with the training sector and industry to refine ou
books to include reliable, consistent and clear instructions to trainers and students, supported b
assessment tools that meet the requirements of assessors in a wide range of learning environments.

We are proud to present to you the current range of computer applications books. Trainers who have ust
our books in the past, will be pleased to find that these books are built on the successful model develope
by Cheryl Price and Julia Wix which has underpinned computer applications training in Australia
classrooms for many years.

Every book in this range includes over a hundred learning activities and a final assessment tool. Instructic
are suitable for selpaced or group learning. Companion courseware is available that includes solutions fo
learning and assessment activities. You should contact your State Sales Manager for further information.

Unit Code Title ISBN Price

BSBIT01A Produce simple word processed documenisWord 2007 1-74123992-3 $34.95
BSBITW302A Basic presentationg PowerPoint2007 1-731239540 $34.95
BSBITWB03A Design and produce text documentg Word 2007 1-92165708-1 $34.95

BSBITW01A Design and produce complex text documentg Word 2007 1-74123911-7 $36.95

BSBITU02A Develop and use complex spreadsheetsExcel2007 1-741238382 $36.95

BSBITY04A Produce complex desktop published documentgPublisher 1-741239664 $36.95
2007

BSBITA401A Design databaseg Access2007 1-74123784X $34.95

Featured product

Create and produce spreadsheetscel 2007
ISBN 1921657359
BSBITU202A and BSBITU304A <&

This book uses the approach to learning computer applications that v Cre%ffproduce
developed by Price and Wix that has been used successfully by teacher spreadsheets
many years. Teachers who have used the Price and Wix computer applic

books will be familiar with its presentation and layout. The book features o
one hundred activities, practical exercises and a comprehensive f :
assessment activity. Stepy-step instructions are provided with relevan ¢ AR I <
diagrams and screen shots to enable learners to work independently or : -

group learning environment. “‘._I

Excel 2007

Create and produce spreadshdstsinique in offering learning and assessme
activities for both BSBITRO2A and BSBITBO4A so that learners may only
need to buy one book as they progress through their training course.
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