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New Releases 
  

BSBCCO201A 

Action customer contact 

 
1-921657-41-3 

 
22.95 

BSBRKG301B /302B/ 303B/304B 

Record Keeping 
 
1-921657-46-4 

 
29.95 

BSBPUB401A 

Develop and apply knowledge of public relations industry 

 
1-921657-16-2 

 
19.95 

BSBPUB402A 
Develop public relations campaign 

 
1-921657-30-8 

 
19.95 

BSBHRM510A 

Manage Mediation Processes 

 
1-921657-43-X 

 
24.95 

BSBMKG507A 

Interpret market trends and developments 

 
1-921657-24-3 

 
22.95 
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BSB10107 - Certificate I in Business 

Core Unit for Certificate I in Business   

BSBOHS201A  
Participate in Occupational Health and Safety Processes 

 
1-74123-817-X 

 
24.95 

Elective Units for Certificate I in Business   

BSBADM101A 
Use Business Equipment and Resources 

 
1-74123-842-0 

 
22.95 

BSBCMM101A 

Apply Basic Communication Skills 

 
1-74123-829-3 

 
19.95 

BSBIND201A 

Work Effectively in a Business Environment 

 
1-74123-847-1 

 
22.95 

BSBITU101A  
Operate a Personal Computer - Windows XP & Office 2007 

Operate a Personal Computer - Windows XP & Office 2003 

 
1-74123-830-7 
1-74123-863-3 

 
24.95 
24.95 

BSBITU102A  

Develop Keyboard Skills 

 
1-74123-831-5 

 
22.95 

BSBLED101A 

Plan Skills Development 

 
1-74123-718-1 

 
15.95 

BSBSUS201A 

Participate in Environmentally Sustainable Work Practices 

 
1-74123-949-4 

 
22.95 

BSBWOR202A 

Organise and Complete Daily Work Activities 
 
1-74123-832-3 

 
22.95 

 
 
 

 

   

   

New!!  
 

BSBITU202A/BSBITU304A  
Create and Produce Spreadsheets ɀ Excel 2007 

1-921657 -35-9   $36.95 
 

Training Courseware / Solutions ɀ CD 
1-921657-36-7   $49.95 
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BSB20107 - Certificate II in Business 

Core Unit for Certificate II in Business   

BSBOHS201A  

Participate in Occupational Health and Safety Processes 

 
1-74123-817-X 

 
24.95 

Elective Units for Certificate II in Business 

 

 

 

 

BSBCMM201A 

Communicate in the Workplace 

 
1-74123-770-X 

 
24.95 

BSBCUS201A 

Deliver a Service to Customers 

 
1-74123-761-0 

 
24.95 

BSBIND201A  

Work Effectively in a Business Environment 

 
1-74123-847-1 

 
22.95 

BSBINM201A 

Process and Maintain Workplace Information 

 
1-74123-729-7 

 
19.95 

BSBINM202A 
Handle Mail 

 
1-74123-724-6 

 
22.95 

BSBINN201A 

Contribute to Workplace Innovation 

 
1-74123-820-X 

 
22.95 

BSBITU201A 
Produce Simple Word Processed Documents - Word 2007 
Author ï Cheryl Price and Julia Wix ï New !! 

Training Courseware / Solutions ï CD 
 

Produce Simple Word Processed Documents - Word 2007 
Author ï Software Publications Writing Team 

Training Courseware / Solutions ï CD 
 

Produce Simple Word Processed Documents - Word 2003 
Resource Solutions - CD 
 

Basic Word Processed Documents ï Word 2007 
Basic Word Processed Documents ï Word 2003 

 
1-74123-992-3 
 

1-74123-987-7 
 

1-74123-822-6 
 

1-74123-833-1 
 

1-74123-854-4 
1-921657-00-6 
 

1-921657-11-1 
1-877364-21-5 

 
34.95 
 

49.95 
 

34.95 
 

49.95 
 

34.95 
49.95 
 

27.95 
27.95 

 

  

   

As of 1st June 2009     -           Solutions to Learner Guides;  
All SOLUTIONS are sold as soft copy on CD with exercise and associated files included.  

(unless otherwise stated)  
If you require a hard copy please contact our customer service staff  or your state manager . 
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BSB20107 - Certificate II in Business 

Elective Units for Certificate II in Business   

BSBITU202A 
Create and Use Spreadsheets ï Excel 2007 
Author ï Cheryl Price and Julia Wix ï New !! 

Training Courseware / Solutions ï CD 
 

Create and Use Spreadsheets ï Excel 2007 
Author ï Software Publications Writing Team 

Training Courseware / Solutions ï CD 
 

BSBITU202A/BSBITU304A 
Create and Produce Spreadsheets ï Excel 2007 
Training Courseware / Solutions ï CD 
 

Create and Use Spreadsheets ï Excel 2003 
Resource Solutions ï CD 
 

Basic Spreadsheets ï Excel 2003 

 
1-921657-37-5 
 

1-921657-38-3 
 

1-74123-803-X 
 

1-74123-804-8 
 

 
1-921657-35-9 
1-921657-36-7 
 

1-74123-855-2 
1-74123-997-4 
 

1-877364-22-3 

 
32.95 
 

49.95 
 

32.95 
 

49.95 
 

 
36.95 
49.95 
 

34.95 
49.95 
 

27.95 

BSBITU203A 

Communicate Electronically 

 
1-74123-848-X 

 
24.95 

BSBSMB201A 

Identify Suitability for Micro Business 

 
1-74123-806-4 

 
22.95 

BSBSUS201A 

Participate in Environmentally Sustainable Work Practices 

 
1-74123-949-4 

 
22.95 

BSBWOR202A 
Organise and Complete Daily Work Activities 

 
1-74123-832-3 

 
22.95 

BSBWOR203A 
Work Effectively With Others 

 
1-74123-973-7 

 
19.95 

BSBWOR204A 

Use Business Technology - Office 2007 
Use Business Technology - Office 2003 

 
1-74123-797-1 
1-74123-864-1 

 
24.95 
24.95 
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BSB20107 - Certificate II in Business 

Imported Units for Certificate II in Business   

FNSICGEN305B  

Maintaining Daily Financial & Business Records  
Manual & MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

Maintaining Daily Financial & Business Records  
Manual & MYOB V16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 

 
 
1-74123-844-7 
 

1-74123-886-2 

 
1-74123-748-3 
 

1-74123-795-5 
 

 
 

29.95 
 

49.95 

 
29.95 
 

49.95 
 

FNSICGEN305B  
Maintaining Daily Financial & Business Records Manual Only 

Teacherôs Resource CD 

 
1-74123-782-3 

1-74123-887-0 

 
29.95 

49.95 
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BSB20207 - Certificate II in Customer Contact 

Core Units for Certificate II in Customer Contact 

BSBCUS301A 

Deliver and Monitor a Service to Customers 

 
1-74123-732-7 

 
22.95 

BSBCMM201A 

Communicate in the Workplace 

 
1-74123-770-X 

 
24.95 

BSBIND101A 
Work Effectively in a Contact Centre Environment 

 
1-921657-34-0 

 
24.95 

BSBITU101A  

Operate a Personal Computer - Windows XP & Office 2007 

Operate a Personal Computer - Windows XP & Office 2003 

 
1-74123-830-7 
1-74123-863-3 

 
24.95 
24.95 

BSBOHS201A  

Participate in Occupational Health and Safety Processes 

 
1-74123-817-X 

 
24.95 
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BSB20207 - Certificate II in Customer Contact 

Elective Units for Certificate II in Customer Contact 

BSBCMM301A 

Process Customer Complaints 

 
1-74123-790-4 

 
19.95 

BSBMGT402A  

Implement Operational Plan 

 
1-74123-944-3 

 
19.95 

BSBPRO301A 
Recommend Products and Services 

 
1-74123-985-0 

 
19.95 

BSBWOR203A 

Work Effectively With Others 

 
1-74123-973-7 

 
19.95 

BSBWOR301A 

Organise Personal Work Priorities and Development 

 
1-74123-836-6 

 
22.95 

Imported Units for Certificate II in Customer Contact 

ICAU1133B/ICAU1204B  
Send and Retrieve Information using Web Browsers and E-mail 
/ Locate and Use Relevant On-line Information 

Office 2007 
Office 2003 

 
 
 
1-74123-914-1 
1-877420-13-1 

 
 
 
24.95 
24.95 

ICAU2006B 

Operate Computer Hardware/Operate Computing Packages 
Windows XP - Office 2007 

Operate Computer Hardware/Operate Computing Packages  
Windows XP - Office 2003 

 
 
1-74123-873-0 

 
1-877420-37-9 

 
 
32.95 

 
32.95 
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BSB30107 - Certificate III in Business 

Core Unit for Certificate III in Business   

BSBOHS201A 
Participate in Occupational Health and Safety Processes 

 
1-74123-817-X 

 
24.95 

Elective Units for Certificate III in Business   

BSBADM311A 

Maintain Business Resources 

 
1-74123-730-0 

 
22.95 

BSBCMM301A 

Process Customer Complaints 

 
1-74123-790-4 

 
19.95 

BSBCUS301A 

Deliver and Monitor a Service to Customers 

 
1-74123-732-7 

 
22.95 

BSBDIV301A 

Work Effectively with Diversity 

 
1-74123-717-3 

 
19.95 

BSBFIA301A 
Maintain Financial Records using MYOB v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records using MYOB v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records (Manual Only) 
Teacherôs Resource CD 
 

Introduction to MYOB using MYOB Accounting Plus v18 
(3 Units in 1 book for a holistic approach to these units BSBFIA301A,  

BSBFIA303A, BSBFIA304A Also includes MYOB Student Edition CD) 

Teacherôs Resource CD  

 
1-74123-893-5 
 

1-74123-894-3 
 
 

1-74123-807-2 
 

1-74123-811-0 
 
 

1-74123-869-2 
1-74123-775-0 
 

1-74123-947-8 
 

 

1-74123-946-X 

 
36.95 
 

49.95 
 
 

36.95 
 

49.95 
 
 

24.95 
49.95 
 

44.95 
 

 

49.95 

BSBINM301A 

Organise Workplace Information ï Windows XP/Office 2007 
Organise Workplace Information -  Windows XP/Office 2003 

 
1-74123-834-X 
1-74123-865-X 

 
29.95 
29.95 

BSBINN301A 

Promote Innovation in a Team Environment 

 
1-74123-890-0 

 
24.95 
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BSB30107 - Certificate III in Business 

Elective Units for Certificate III in Business   

BSBITU301A 

Create and Use Databases - Access 2007 
Training Courseware / Solutions ï CD 
 

Create and Use Databases - Access 2003 
Resource Solutions ï CD 
 

Basic Databases ï Access 2003 
Basic Databases ï Access XP 

 
1-74123-882-X 
1-74123-903-6 
 

1-74123-858-7 
1-74123-998-2 
 

1-877364-23-1 
1-877344-35-4 

 
34.95 
49.95 
 

34.95 
49.95 
 

27.95 
27.95 

BSBITU302A 

Create Electronic Presentations - PowerPoint 2007 
Training Courseware / Solutions ï CD  
 

Create Electronic Presentations - PowerPoint 2003 
Resource Solutions ï CD 
 

Basic Presentations - PowerPoint 2007 
Basic Presentations - PowerPoint 2003 

 
1-74123-779-3 
1-74123-835-8 
 

1-74123-861-7 
1-74123-999-0 
 

1-74123-954-0 
1-877364-24-X 

 
34.95 
TBA 
 

34.95 
49.95 
 

25.95 
27.95 

BSBITU303A 
Design and Produce Text Documents - Word 2007 
Author ï Cheryl Price and Julia Wix ï New !! 

Training Courseware / Solutions ï CD 
 

Design and Produce Text Documents - Word 2007 
Author ï Software Publications Writing Team 

Training Courseware / Solutions ï CD  
 

Design and Produce Text Documents - Word 2003 
Resource Solutions - Word 2003 

 
1-921657-08-1 
 

1-921657-09-X 
 

1-74123-843-9 
 

1-74123-783-1 
 

1-74123-857-9 
1-921657-01-4 

 
34.95 
 

49.95 
 

34.95 
 

49.95 
 

34.95 
49.95 

BSBITU304A 
Produce Spreadsheets ï Excel 2007 
Author ï Software Publications Writing Team 

Training Courseware / Solutions ï CD 
 

BSBITU202A/BSBITU304A 
Create and Produce Spreadsheets ï Excel 2007 

Training Courseware / Solutions ï CD 
 

Produce Spreadsheets ï Excel 2003 
Resource Solutions ï CD 

 
1-74123-781-5 
 

1-74123-975-3 
 

 
1-921657-35-9 
1-921657-36-7 
 

1-74123-984-2 
1-74123-989-3 

 
36.95 
 

49.95 
 

 
36.95 
49.95 
 

34.95 
49.95 

BSBITU306A 

Design and Produce Business Documents - Office 2007 
Training Courseware / Solutions ï CD  
 

Design and Produce Business Documents - Office 2003 
Resource Solutions ï CD 

 
1-74123-840-4 
1-74123-982-6 
 

1-74123-859-5 
1-921657-02-2 

 
36.95 
49.95 
 

36.95 
49.95 
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BSB30107 - Certificate III in Business 

Elective Units for Certificate III in Business   

BSBITU309A 
Produce Desktop Published Documents - Publisher 2007 
Training Courseware / Solutions ï CD 
 

Produce Desktop Published Documents - Publisher 2003 
Resource Solutions ï CD 

 
1-74123-866-8 
1-74123-967-2 
 

1-74123-856-0 
1-921657-03-0 

 
34.95 
49.95 
 

34.95 
49.95 

BSBPRO301A 

Recommend Products and Services 

 
1-74123-985-0 

 
19.95 

BSBSUS301A 

Implement and Monitor Environmentally Sustainable Work 
Practices 

 
1-74123-950-8 

 
24.95 

BSBWOR301A 

Organise Personal Work Priorities and Development 

 
1-74123-836-6 

 
22.95 

BSBWRT301A 

Write Simple Documents 

 
1-74123-837-4 

 
29.95 

 

  

   

   

   

   

   

   

A Step by Step Approach to  
MYOB Basics  

Accompanied by MYOB Student Edition CD 

       1-74123-814-5  Version 18        (220pages)      $39.95 

       1-74123-771-8  Version 17        (220pages)      $39.95 
This workbook provides you with the basic knowledge and skills to use the  

MYOB business management software to manage the financial  
accounting requirements of a small to medium enterprise.  

Suitable for short courses of between 9 -12 hrs . 
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BSB30207 - Certificate III in Customer Contact 

Core Units for Certificate III in Customer Contact 

BSBCUS301A 

Deliver and Monitor a Service to Customers 

 
1-74123-732-7 

 
22.95 

BSBWOR203A 

Work Effectively With Others 

 
1-74123-973-7 

 
19.95 

BSBWOR301A 

Organise Personal Work Priorities and Development 

 
1-74123-836-6 

 
22.95 

Elective Units for Certificate III in Customer Contact 

BSBCMM301A 

Process Customer Complaints 

 
1-74123-790-4 

 
19.95 

BSBMGT401A  

Show leadership in the Workplace 

 
1-74123-766-1 

 
22.95 

BSBMGT402A  

Implement Operational Plan 

 
1-74123-944-3 

 
19.95 

BSBPRO301A 
Recommend Products and Services 

 
1-74123-985-0 

 
19.95 

 

  

   

   

 

Business Office Skills ɀ Office 2007  

1-74123 -953-2                                                          $69.95 
Section 1: Computer Theory, File Management, Internet and Email  

Section 2: Create and Use Simple Spreadsheets 
Section 3: Produce Simple Word Processed Documents  

Section 4: Create and Use Databases 
Section 5: Create Electronic Presentations  

 

Business Office Skills ɀ Office 2003  

1-74123 -924-9                                                          $79.95 
Section 1: Operate a Personal Computer / Use Business Technology  

Section 2: Develop Keyboard Skills  
Section 3: Produce Simple Word Processed Documents / Mai l Merge 

Section 4: Create and Use Simple Spreadsheets 
Section 5: Create and Use Databases 
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BSB30307 - Certificate III in Micro Business Operations 

Core Units for Certificate III in Micro Business Operations 

BSBSMB301A 

Investigate Micro Business Opportunities 

 
1-74123-874-9 

 
19.95 

BSBSMB302A 
Develop a Micro Business Proposal 

 
1-74123-875-7 

 
19.95 

Elective Units for Certificate III in Micro Business Operations 

BSBCUS301A 
Deliver and Monitor a Service to Customers 

 
1-74123-732-7 

 
22.95 

BSBFIA301A 

Maintain Financial Records using MYOB v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records using MYOB v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records (Manual Only) 
Teacherôs Resource CD 
 

Introduction to MYOB using MYOB Accounting Plus v18 
(3 Units in 1 book for a holistic approach to these units BSBFIA301A,  
BSBFIA303A, BSBFIA304A Also includes MYOB Student Edition CD) 

Teacherôs Resource CD  

 
1-74123-893-5 
 

1-74123-894-3 
 
 

1-74123-807-2 
 

1-74123-811-0 
 
 

1-74123-869-2 
1-74123-775-0 
 

1-74123-947-8 
 
 

1-74123-946-X 

 
36.95 
 

49.95 
 
 

36.95 
 

49.95 
 
 

24.95 
49.95 
 

44.95 
 
 

49.95 

BSBFIA303A  

Process Accounts Payable and Receivable using  
MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Process Accounts Payable and Receivable using  
MYOB Accounting v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
 
1-74123-918-4 
 

1-74123-920-6 
 

 
1-74123-749-1 
 

1-74123-792-0 

 
 
39.95 
 

49.95 
 

 
39.95 
 

49.95 

 

  

 
As of 1st June 2009     -           Solutions to Learner Guides;  

All SOLUTIONS are sold as soft copy on CD with exercise and associated files included.  
(unless othe rwise stated)  

If you require a hard copy please contact our customer service staff  or your state manager . 
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BSB30307 - Certificate III in Micro Business Operations 

Elective Units for Certificate III in Micro Business Operations 

BSBHRM402A 
Recruit, Select and Induct Staff 

 
1-74123-908-7 

 
22.95 

BSBINN301A 

Promote Innovation in a Team Environment 

 
1-74123-890-0 

 
24.95 

BSBREL401A 

Establish Networks 
1-921657-12-X 24.95 

BSBSMB306A 

Plan a Home Based Business 

 
1-74123-978-8 

 
19.95 

BSBWOR301A 
Organise Personal Work Priorities and Development 

 
1-74123-836-6 

 
22.95 

 

  

   

   

   

   

 

  

   

A Step by Step Approach to  
MYOB Basics  

Accompanied by MYOB Student Edition CD 

       1-74123-814-5  Version 18        (220pages)      $39.95 

       1-74123-771-8  Version 17        (220pages)      $39.95 
This workbook provides you with the basic knowledge and skills to use the  

MYOB business management software to manage the financial  
accounting requirements of a small to medium enterprise.  

Suitabl e for short courses of between 9 -12 hrs . 

 

 

New!!  
MYOB EXTENSION WORKBOOK 
USING MYOB ACCOUNTING PLUS v18 

A workbook to follow on from Introduction to MYOB 
This workbook is used for ACE courses 

1-92127 -505-7    $44.95 
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BSB30407 - Certificate III in Business Administration 
[Includes: International Education, International Trade, Education, Legal and Medical] 

Core Units for Certificate III in Business Administration 

BSBITU307A 

Develop Keyboarding Speed and Accuracy 

 
1-74123-880-3 

 
22.95 

BSBOHS201A 

Participate in Occupational Health and Safety Processes 

 
1-74123-817-X 

 
24.95 

Elective Units for Certificate III in Business Administration 

BSBADM302B 
Produce Texts from Notes 
Produce Texts from Notes - Resource Solutions 

 
1-74123-845-5 
1-74123-672-X 

 
24.95 
19.95 

BSBADM303B  

Produce Texts from Audio Transcription 
Produce Texts from Audio Transcription on CD 

 
1-74123-846-3 
1-74123-952-4 

 
24.95 
  9.95 

BSBADM307B  

Organise Schedules ï Office 2007 
Organise Schedules ï Office 2003 

 
1-74123-738-6 
1-74123-970-2 

 
22.95 
22.95 

BSBADM311A 

Maintain Business Resources 

 
1-74123-730-0 

 
22.95 

BSBADM405B 

Organise Meetings 

 
1-74123-739-4 

 
24.95 

BSBADM406B 
Organise Business Travel 

 
1-74123-839-0 

 
22.95 

BSBCMM301A  

Process Customer Complaints 

 
1-74123-790-4 

 
19.95 

BSBCUS301A 

Deliver and Monitor a Service to Customers 

 
1-74123-732-7 

 
22.95 

BSBDIV301A  

Work Effectively With Diversity 

 
1-74123-717-3 

 
19.95 
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BSB30407 - Certificate III in Business Administration 

Elective Units for Certificate III in Business Administration 

BSBFIA301A 
Maintain Financial Records using MYOB v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records using MYOB v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records (Manual Only) 
Teacherôs Resource CD 
 

Introduction to MYOB using MYOB Accounting Plus v18 
(3 Units in 1 book for a holistic approach to these units BSBFIA301A,  

BSBFIA303A, BSBFIA304A Also includes MYOB Student Edition CD) 

Teacherôs Resource CD  

 
1-74123-893-5 
 

1-74123-894-3 
 
 

1-74123-807-2 
 

1-74123-811-0 
 
 

1-74123-869-2 
1-74123-775-0 
 

1-74123-947-8 
 

 

1-74123-946-X 

 
36.95 
 

49.95 
 
 

36.95 
 

49.95 
 
 

24.95 
49.95 
 

44.95 
 

 

49.95 

BSBFIA302A  
Process Payroll using MYOB Accounting Plus v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
(includes assessment, solutions and additional exercises) 
 

Process Payroll using MYOB Accounting Plus v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
(includes assessment, solutions and additional exercises) 
 

Process Payroll using MYOB Accounting Plus v16 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
(includes assessment, solutions and additional exercises) 

 
1-74123-909-5 
 

1-74123-919-2 
 

 
1-74123-772-6 
 

1-74123-791-2 
 
 

1-74123-751-3 
 

1-74123-800-5 
 

 
34.95 
 

49.95 
 

 
34.95 
 

49.95 
 
 

34.95 
 

49.95 
 

BSBFIA302A 
Payroll Fundamentals using MYOB v16, v17 & v18 / Manual 
Resource Solutions 

 
1-921657-49-9 
1-921657-50-2 

 
29.95 
19.95 

BSBFIA303A  

Process Accounts Payable and Receivable using  
MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Process Accounts Payable and Receivable using  
MYOB Accounting v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
 
1-74123-918-4 
 

1-74123-920-6 
 

 
1-74123-749-1 
 

1-74123-792-0 

 
 
39.95 
 

49.95 
 

 
39.95 
 

49.95 
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BSB30407 - Certificate III in Business Administration 

Elective Units for Certificate III in Business Administration 

BSBFIA304A  

Maintain a General Ledger using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Maintain a General Ledger using MYOB Accounting  
v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-922-2 
 

1-74123-923-0 
 

1-74123-750-5 
 

1-74123-793-9 

 
29.95 
 

49.95 
 

29.95 
 

49.95 

BSBINM301A 

Organise Workplace Information - Windows XP/Office 2007 
Organise Workplace Information - Windows XP/Office 2003 

 
1-74123-834-X 
1-74123-865-X 

 
29.95 
29.95 

BSBINN201A  
Contribute to Workplace Innovation 

 
1-74123-820-X 

 
22.95 

BSBITU202A 
Create and Use Spreadsheets ï Excel 2007 
Author ï Cheryl Price and Julia Wix ï New !! 

Training Courseware / Solutions ï CD 
 

Create and Use Spreadsheets ï Excel 2007 
Author ï Software Publications Writing Team 

Training Courseware / Solutions ï CD 
 

BSBITU202A/BSBITU304A 
Create and Produce Spreadsheets ï Excel 2007 
Training Courseware / Solutions ï CD 
 

Create and Use Spreadsheets ï Excel 2003 
Resource Solutions ï CD 
 

Basic Spreadsheets ï Excel 2003 

 
1-921657-37-5 
 

1-921657-38-3 
 

1-74123-803-X 
 

1-74123-804-8 
 

 
1-921657-35-9 
1-921657-36-7 
 

1-74123-855-2 
1-74123-997-4 
 

1-877364-22-3 

 
32.95 
 

49.95 
 

32.95 
 

49.95 
 

 
36.95 
49.95 
 

34.95 
49.95 
 

27.95 

BSBITU301A 
Create and Use Databases - Access 2007 
Training Courseware / Solutions ï CD 
 

Create and Use Databases - Access 2003 
Resource Solutions ï CD 
 

Basic Databases ï Access 2003 
Basic Databases ï Access XP 

 
1-74123-882-X 
1-74123-903-6 
 

1-74123-858-7 
1-74123-998-2 
 

1-877364-23-1 
1-877344-35-4 

 
34.95 
49.95 
 

34.95 
49.95 
 

27.95 
27.95 

 

  

   

As of 1st June 2009     -           Solutions to Learner Guides;  
All SOLUTIONS are sold as soft copy on CD with exercise and associated files included.  

(unless otherwise stated)  
If you require a hard copy please contact our customer service staff  or your state manager . 
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BSB30407 - Certificate III in Business Administration 

Elective Units for Certificate III in Business Administration 

BSBITU302A 

Create Electronic Presentations - PowerPoint 2007 
Training Courseware / Solutions ï CD  
 

Create Electronic Presentations - PowerPoint 2003 
Resource Solutions ï CD 
 

Basic Presentations - PowerPoint 2007 
Basic Presentations - PowerPoint 2003 

 
1-74123-779-3 
1-74123-835-8 
 

1-74123-861-7 
1-74123-999-0 
 

1-74123-954-0 
1-877364-24-X 

 
34.95 
TBA 
 

34.95 
49.95 
 

25.95 
27.95 

BSBITU303A 
Design and Produce Text Documents - Word 2007 
Author ï Cheryl Price and Julia Wix ï New !! 

Training Courseware / Solutions ï CD 
 

Design and Produce Text Documents - Word 2007 
Author ï Software Publications Writing Team 

Training Courseware / Solutions ï CD 
 

Design and Produce Text Documents - Word 2003 
Resource Solutions - CD 

 
1-921657-08-1 
 

1-921657-09-X 
 

1-74123-843-9 
 

1-74123-783-1 
 

1-74123-857-9 
1-921657-01-4 

 
34.95 
 

49.95 
 

34.95 
 

49.95 
 

34.95 
49.95 

BSBITU304A 

Produce Spreadsheets ï Excel 2007 
Author ï Software Publications Writing Team 

Training Courseware / Solutions ï CD 
 

BSBITU202A/BSBITU304A 
Create and Produce Spreadsheets ï Excel 2007 

Training Courseware / Solutions ï CD 
 

Produce Spreadsheets ï Excel 2003 
Resource Solutions ï CD 

 
1-74123-781-5 
 

1-74123-975-3 
 

 
1-921657-35-9 
1-921657-36-7 
 

1-74123-984-2 
1-74123-989-3 

 
36.95 
 

49.95 
 

 
36.95 
49.95 
 

34.95 
49.95 

BSBITU306A 

Design and Produce Business Documents - Office 2007 
Training Courseware / Solutions ï CD 
 

Design and Produce Business Documents - Office 2003 
Resource Solutions ï CD 

 
1-74123-840-4 
1-74123-982-6 
 

1-74123-859-5 
1-921657-02-2 

 
36.95 
49.95 
 

36.95 
49.95 

BSBITU309A 

Produce Desktop Published Documents - Publisher 2007 
Training Courseware / Solutions ï CD 
 

Produce Desktop Published Documents - Publisher 2003 
Resource Solutions ï CD 

 
1-74123-866-8 
1-74123-967-2 
 

1-74123-856-0 
1-921657-03-0 

 
34.95 
49.95 
 

34.95 
49.95 

BSBOHS407A  
Monitor a Safe Workplace 

 
1-74123-850-1 

 
34.95 

   



18  www.softwarepublications.com.au 

Unit 10, 171 Gibbes Street, Chatswood  NSW  2067 

PH: 1800 146 542 FAX: 1800 146 5 39  

PH: 02 9882 1000 FAX: 02 9882 1800  
 

Software Publications  

Tertiary Price List March 2010   

BSB30407 - Certificate III in Business Administration 

Elective Units for Certificate III in Business Administration 

BSBPRO301A  

Recommend Products and Services 

 
1-74123-985-0 

 
19.95 

BSBSUS201A 
Participate in Environmentally Sustainable Work Practices 

 
1-74123-949-4 

 
22.95 

BSBWOR204A 

Use Business Technology - Office 2007 
Use Business Technology - Office 2003 

 
1-74123-797-1 
1-74123-864-1 

 
24.95 
29.95 

BSBWOR301A 
Organise Personal Work Priorities and Development 

 
1-74123-836-6 

 
22.95 

BSBWRT301A  
Write Simple Documents 

 
1-74123-837-4 

 
29.95 

 

  

   

   

   

 

  

   

   

   

New!!  
 

BSBITU202A/BSBITU304A  
Create and Produce Spreadsheets ɀ Excel 2007 

1-921657 -35-9   $36.95 
 

Training Courseware / Solutions ɀ CD 
1-921657-36-7   $49.95 

 
 

 

Did you know that we can customise covers with your logo ? 

Talk to your sales person today!  
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BSB30707 - Certificate III in Occupational Health and Safety 

Elective Units for Certificate III in Occupational Health and Safety 

BSBADM311A 

Maintain Business Resources 

 
1-74123-730-0 

 
22.95 

BSBCMM301A 
Process Customer Complaints 

 
1-74123-790-4 

 
19.95 

BSBCUS301A 

Deliver and Monitor a Service to Customers 

 
1-74123-732-7 

 
22.95 

BSBDIV301A  

Work Effectively With Diversity 

 
1-74123-717-3 

 
19.95 

BSBFIA301A 

Maintain Financial Records using MYOB v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records using MYOB v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records (Manual Only) 
Teacherôs Resource CD 
 

Introduction to MYOB using MYOB Accounting Plus v18 
(3 Units in 1 book for a holistic approach to these units BSBFIA301A,  
BSBFIA303A, BSBFIA304A Also includes MYOB Student Edition CD) 

Teacherôs Resource CD  

 
1-74123-893-5 
 

1-74123-894-3 
 
 

1-74123-807-2 
 

1-74123-811-0 
 
 

1-74123-869-2 
1-74123-775-0 
 

1-74123-947-8 
 
 

1-74123-946-X 

 
36.95 
 

49.95 
 
 

36.95 
 

49.95 
 
 

24.95 
49.95 
 

44.95 
 
 

49.95 

BSBINM301A 

Organise Workplace Information - Windows XP/Office 2007 
Organise Workplace Information - Windows XP/Office 2003 

 
1-74123-834-X 
1-74123-865-X 

 
29.95 
29.95 

BSBINN201A  

Contribute to Workplace Innovation 

 
1-74123-820-X 

 
22.95 

BSBITU306A 

Design and Produce Business Documents - Office 2007 
Training Courseware / Solutions ï CD 
 

Design and Produce Business Documents - Office 2003 
Resource Solutions ï CD 

 
1-74123-840-4 
1-74123-982-6 
 

1-74123-859-5 
1-921657-02-2 

 
36.95 
49.95 
 

36.95 
49.95 

BSBPRO301A  

Recommend Products and Services 

 
1-74123-985-0 

 
19.95 
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BSB30707 - Certificate III in Occupational Health and Safety 

Elective Units for Certificate III in Occupational Health and Safety 

BSBWOR301A 

Organise Personal Work Priorities and Development 

 
1-74123-836-6 

 
22.95 

BSBSUS301A 
Implement and Monitor Environmentally Sustainable Work 
Practices 

 
1-74123-950-8 

 
24.95 

BSBWRT301A  

Write Simple Documents 

 
1-74123-837-4 

 
29.95 

   

 
  

   

   

   

   

   

   

   

 
  

   

   

 

Business Office Skills  ɀ Office 2007  

1-74123 -953-2                                                          $69.95 
Section 1: Computer Theory, File Management, Internet and Email  

Section 2: Create and Use Simple Spreadsheets 
Section 3: Produce Simple Word Processed Documents  

Section 4: Create and Use Databases 
Section 5: Create Electronic Presentations  

 

Business Office Skills ɀ Office 2003  

1-74123 -924-9                                                          $79.95 
Section 1: Operate a Personal Computer / Use Business Technolog y 

Section 2: Develop Keyboard Skills  
Section 3: Produce Simple Word Processed Documents / Mail Merge  

Section 4: Create and Use Simple Spreadsheets 
Section 5: Create and Use Databases 

 

Did you know that Bulk Orders can attract discounts?  

Talk to your sales  person today!  
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BSB30807 - Certificate III in Recordkeeping 

Elective Units for Certificate III in Recordkeeping 

BSBADM311A 

Maintain Business Resources 

 
1-74123-730-0 

 
22.95 

BSBCMM301A 

Process Customer Complaints 

 
1-74123-790-4 

 
19.95 

BSBCUS301A 
Deliver and Monitor a Service to Customers 

 
1-74123-732-7 

 
22.95 

BSBDIV301A  

Work Effectively With Diversity 

 
1-74123-717-3 

 
19.95 

BSBFIA301A 

Maintain Financial Records using MYOB v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records using MYOB v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records (Manual Only) 
Teacherôs Resource CD 
 

Introduction to MYOB using MYOB Accounting Plus v18 
(3 Units in 1 book for a holistic approach to these units BSBFIA301A,  
BSBFIA303A, BSBFIA304A Also includes MYOB Student Edition CD) 

Teacherôs Resource CD  

 
1-74123-893-5 
 

1-74123-894-3 
 
 

1-74123-807-2 
 

1-74123-811-0 
 
 

1-74123-869-2 
1-74123-775-0 
 

1-74123-947-8 
 
 

1-74123-946-X 

 
36.95 
 

49.95 
 
 

36.95 
 

49.95 
 
 

24.95 
49.95 
 

44.95 
 
 

49.95 

BSBINM301A 

Organise Workplace Information - Windows XP/Office 2007 
Organise Workplace Information - Windows XP/Office 2003 

 
1-74123-834-X 
1-74123-865-X 

 
29.95 
29.95 

BSBINN201A  
Contribute to Workplace Innovation 

 
1-74123-820-X 

 
22.95 

BSBITU301A 

Create and Use Databases - Access 2007 
Training Courseware / Solutions ï CD 
 

Create and Use Databases - Access 2003 
Resource Solutions ï CD 
 

Basic Databases ï Access 2003 
Basic Databases ï Access XP 

 
1-74123-882-X 
1-74123-903-6 
 

1-74123-858-7 
1-74123-998-2 
 

1-877364-23-1 
1-877344-35-4 

 
34.95 
49.95 
 

34.95 
49.95 
 

27.95 
27.95 
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BSB30807 - Certificate III in Recordkeeping 

Elective Units for Certificate III in Recordkeeping 

BSBITU302A 

Create Electronic Presentations - PowerPoint 2007 
Training Courseware / Solutions ï CD 
 

Create Electronic Presentations - PowerPoint 2003 
Resource Solutions ï CD 
 

Basic Presentations - PowerPoint 2007 
Basic Presentations - PowerPoint 2003 

 
1-74123-779-3 
1-74123-835-8 
 

1-74123-861-7 
1-74123-999-0 
 

1-74123-954-0 
1-877364-24-X 

 
34.95 
TBA 
 

34.95 
49.95 
 

25.95 
27.95 

BSBITU303A 
Design and Produce Text Documents - Word 2007 
Author ï Cheryl Price and Julia Wix ï New !! 

Training Courseware / Solutions ï CD 
 

Design and Produce Text Documents - Word 2007 
Author ï Software Publications Writing Team 

Training Courseware / Solutions ï CD 
 

Design and Produce Text Documents - Word 2003 
Resource Solutions - CD 

 
1-921657-08-1 
 

1-921657-09-X 
 

1-74123-843-9 
 

1-74123-783-1 
 

1-74123-857-9 
1-921657-01-4 

 
34.95 
 

49.95 
 

34.95 
 

49.95 
 

34.95 
49.95 

BSBITU304A 

Produce Spreadsheets ï Excel 2007 
Author ï Software Publications Writing Team 

Training Courseware / Solutions ï CD 
 

BSBITU202A/BSBITU304A 
Create and Produce Spreadsheets ï Excel 2007 
Training Courseware / Solutions ï CD 
 

Produce Spreadsheets ï Excel 2003 
Resource Solutions ï Excel 2003 

 
1-74123-781-5 
 

1-74123-975-3 
 

 
1-921657-35-9 
1-921657-36-7 
 

1-74123-984-2 
1-74123-989-3 

 
36.95 
 

49.95 
 

 
36.95 
49.95 
 

34.95 
49.95 

BSBITU306A 

Design and Produce Business Documents - Office 2007 
Training Courseware / Solutions ï CD 
 

Design and Produce Business Documents - Office 2003 
Resource Solutions ï CD 

 
1-74123-840-4 
1-74123-982-6 
 

1-74123-859-5 
1-921657-02-2 

 
36.95 
49.95 
 

36.95 
49.95 

BSBITU309A 
Produce Desktop Published Documents - Publisher 2007 
Training Courseware / Solutions ï CD 
 

Produce Desktop Published Documents - Publisher 2003 
Resource Solutions ï CD 

 
1-74123-866-8 
1-74123-967-2 
 

1-74123-856-0 
1-921657-03-0 

 
34.95 
49.95 
 

34.95 
49.95 

BSBPRO301A  

Recommend Products and Services 

 
1-74123-985-0 

 
19.95 
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BSB30807 - Certificate III in Recordkeeping 

Elective Units for Certificate III in Recordkeeping 

BSBSUS301A 
Implement and Monitor Environmentally Sustainable Work 
Practices 

 
1-74123-950-8 

 
24.95 

BSBWOR301A 

Organise Personal Work Priorities and Development 

 
1-74123-836-6 

 
22.95 

BSBWRT301A  
Write Simple Documents 

 
1-74123-837-4 

 
29.95 

 
  

   

   

   

   

   

   

 
  

   

   

   

   

 
  

   

   

New!!  
By Cheryl Price and Julia Wix 

 

BSBITU201A - Produce Simple Word Processed Documents 
Word 2007  

1-74123-992-3                                     $34.95 
 

         Resource Solutions      1-74123-987-7              $36.94 

 

New!!  
MYOB EXTENSION WORKBOOK 
USING MYOB ACCOUNTING PLUS v18 

A workbook to follow on from Introduction to MYOB 
This workbook is used for ACE courses 

1-92127 -505-7    $44.95 

 

 New!!  
 

BSBITU202A/BSBITU304A  
Create and Produce Spreadsheets ɀ Excel 2007 

1-921657 -35-9   $36.95 
 

Training Courseware / Solutions ɀ CD 
1-921657-36-7   $49.95 
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BSB31207 - Certificate III in Frontline Management 

Core Units for Certificate III in Frontline Management 

BSBCMN311B 

Maintain Workplace Safety 

 
1-877084-43-3 

 
29.95 

BSBWOR301A 
Organise Personal Work Priorities and Development 

 
1-74123-836-6 

 
22.95 

BSBFLM303C 

Contribute to Effective Workplace Relationships. 

 
1-74123-921-4 

 
22.95 

BSBFLM305C 

Support Operational Plan 

 
1-921657-23-5 

 
22.95 

BSBFLM312B 

Contribute to Team Effectiveness 

 
1-921657-20-0 

 
22.95 

Elective Units for Certificate III in Frontline Management 

BSBFLM309C 

Support Continuous Improvement Systems and Processes 

 
1-921657-19-7 

 
22.95 

BSBFLM311C 
Support a Workplace Learning Environment 

 
1-921657-18-9 

 
22.95 

BSBINN301A 

Promote Innovation in a Team Environment 

 
1-74123-890-0 

 
24.95 

BSBITU203A 

Communicate Electronically 

 
1-74123-848-X 

 
24.95 

BSBPMG510A 

Manage Projects 

 
1-74123-823-4 

 
32.95 
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BSB40107 - Certificate IV in Advertising 

Core Units for Certificate IV in Advertising   

BSBMKG402B 

Analyse Consumer Behaviour for Specific Markets 
1-74123-937-0 19.95 

   

Elective Units for Certificate IV in Advertising   

BSBADM409A 
Co-ordinate Business Resources 

 
1-74123-849-8 

 
24.95 

BSBCMM401A  

Make a Presentation 

 
1-74123-742-4 

 
19.95 

BSBCUS401A 

Coordinate Implementation of Customer Service Strategies 

 
1-74123-736-X 

 
22.95 

BSBCUS402A 

Address Customer Needs 

 
1-74123-720-3 

 
24.95 

BSBFIA402A  

Report on Financial Activity using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-940-0 
 

1-74123-941-9 

 
44.95 
 
49.95 

BSBOHS407A  
Monitor a Safe Workplace 

 
1-74123-850-1 

 
34.95 

BSBWRT401A 

Write Complex Documents - Word 2007 

 
1-74123-798-X 

 
22.95 

 

  

   

 

Did you know that we can customise resources into  

Combinations Packs? 

We can also customise the front cover with your logo.  

Talk to your sales person today!  
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BSB40207 - Certificate IV in Business 

Core Unit for Certificate IV in Business   

BSBOHS407A  

Monitor a Safe Workplace 

 
1-74123-850-1 

 
34.95 

Elective Units for Certificate IV in Business   

BSBADM405B 

Organise Meetings 

 
1-74123-739-4 

 
24.95 

BSBADM409A 
Co-ordinate Business Resources 

 
1-74123-849-8 

 
24.95 

BSBCMM401A  

Make a Presentation 

 
1-74123-742-4 

 
19.95 

BSBCUS401A 

Co-ordinate Implementation of Customer Service Strategies 

 
1-74123-736-X 

 
22.95 

BSBCUS402A  

Address Customer Needs 

 
1-74123-720-3 

 
24.95 

BSBCUS403A 
Implement Customer Service Standards 

 
1-74123-853-6 

 
22.95 

BSBFIA402A  
Report on Financial Activity using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-940-0 
 

1-74123-941-9 

 
44.95 
 
49.95 

BSBINN301A 

Promote Innovation in a Team Environment 

 
1-74123-890-0 

 
24.95 

BSBITA401A 

Design Databases ï Access 2007 
Training Courseware / Solutions ï CD 
 

Design Databases ï Access 2003 
Resource Solutions - CD 

 
1-74123-784-X 
1-921657-33-2 
 

1-74123-926-5 
1-921657-39-1 

 
34.95 
49.95 
 

36.95 
49.95 
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BSB40207 - Certificate IV in Business 

Elective Units for Certificate IV in Business   

BSBITU401A  
Design and Develop Complex Text Documents ï Word 2007 
Training Courseware / Solutions ï CD 
 

Design and Develop Complex Text Documents ï Word 2003 
Resource Solutions  ï CD 

 
1-74123-911-7 
1-74123-959-1 
 

1-74123-860-9 
1-74123-969-9 

 
36.95 
49.95 
 

36.95 
49.95 

BSBITU402A 

Develop and Use Complex Spreadsheets ï Excel 2007 
Training Courseware / Solutions ï CD 
 

Develop and Use Complex Spreadsheets ï Excel 2003 
Resource Solutions ï CD 

 
1-74123-838-2 
1-74123-968-0 
 

1-74123-862-5 
1-74123-979-6 

 
36.95 
49.95 
 

36.95 
49.95 

BSBITU404A 
Produce Complex Desktop Published Documents   
Publisher 2007 

Training Courseware / Solutions ï CD 
 

Produce Complex Desktop Published Documents  
Publisher 2003 

Resource Solutions ï CD 

 
 
1-74123-966-4 
1-74123-981-8 
 

 

1-74123-910-9 
1-74123-980-X 

 
 
36.95 
49.95 
 

 

36.95 
49.95 

BSBLED401A 
Develop Teams and  Individuals 

 
1-74123-851-X 

 
29.95 

BSBMKG413A 

Promote Products and Services 

 
1-74123-994-X 

 
22.95 

BSBMKG414A 

Undertake Marketing Activities 

 
1-74123-755-6 

 
22.95 

BSBPMG510A 

Manage Projects 

 
1-74123-823-4 

 
32.95 

BSBRES401A 
Analyse and Present Research Information 

 
1-74123-993-1 

 
29.95 

BSBSUS301A 

Implement and Monitor Environmentally Sustainable Work 
Practices 

 
1-74123-950-8 

 
24.95 

BSBWRT401A 
Write Complex Documents - Word 2007 

 
1-74123-798-X 

 
22.95 
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BSB403 07 - Certificate IV in Customer Contact 

Core units for Certificate IV in Customer Contact 

BSBCUS401A 

Co-ordinate Implementation of Customer Service Strategies 

 
1-74123-736-X 

 
22.95 

BSBLED401A 

Develop Teams and  Individuals 

 
1-74123-851-X 

 
29.95 

BSBOHS407A 

Monitor a Safe Workplace 

 
1-74123-850-1 

 
34.95 

Elective units for Certificate IV in Customer Contact 

BSBCUS401A 

Co-ordinate Implementation of Customer Service Strategies 

 
1-74123-736-X 

 
22.95 

BSBHRM402A 

Recruit, Select and Induct Staff 

 
1-74123-908-7 

 
22.95 

BSBINM401A 

Implement workplace information system 

 
1-74123-977-X 

 
22.95 

BSBINN301A 
Promote Innovation in a Team Environment 

 
1-74123-890-0 

 
24.95 

BSBMGT401A  

Show leadership in the Workplace 

 
1-74123-766-1 

 
22.95 

BSBPMG510A 

Manage Projects 

 
1-74123-823-4 

 
32.95 

 

  

   

   

 
As of 1st June 2009     -     Solutions to Learner Guides;  

All SOLUTIONS are sold as soft copy on CD with exercise and associated files included.  
(unless otherwise stated)  

If you require a hard copy please contact our customer service staff  or state manager . 
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BSB40407 - Certificate IV in Small Business Management 

Elective units for Certificate IV in Small Business Management 

BSBCUS401A 

Coordinate Implementation of Customer Service Strategies 

 
1-74123-736-X 

 
22.95 

BSBCUS402A 

Address Customer Needs 

 
1-74123-720-3 

 
24.95 

BSBFIA402A  

Report on Financial Activity using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-940-0 
 

1-74123-941-9 

 
44.95 
 
49.95 

BSBINN301A 
Promote Innovation in a Team Environment 

 
1-74123-890-0 

 
24.95 

BSBMKG413A 

Promote Products and Services 

 
1-74123-994-X 

 
22.95 

BSBMKG414A 

Undertake Marketing Activities 

 
1-74123-755-6 

 
22.95 

BSBPMG510A 

Manage Projects 

 
1-74123-823-4 

 
32.95 

BSBRES401A 
Analyse and Present Research Information 

 
1-74123-993-1 

 
29.95 

BSBSMB407A 
Manage a Small Team 

 
1-74123-971-0 

 
24.95 

Imported unit for Certificate IV in Small Business Management 

FNSACCT407B 

Set Up a Computerised Accounting System using MYOB 
Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 
Set Up a Computerised Accounting System using MYOB 
Accounting v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
 
1-74123-900-1 
 
1-74123-901-X 
 
 
1-74123-769-6 
 
1-74123-810-2 

 
 
49.95 
 
49.95 
 
 
49.95 
 

   49.95 
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BSB40507 - Certificate IV in Business Administration  

Administration units for Certificate IV in Business Administration 

BSBADM405B 

Organise Meetings 

 
1-74123-739-4 

 
24.95 

BSBADM406B 

Organise Business Travel 

 
1-74123-839-0 

 
22.95 

 
BSBFIA401A 
Prepare Financial Reports Manual (with a MYOB v18 option) 
Teacherôs Resource CD 

 
Prepare Financial Reports Manual (with a MYOB v17 option) 

Teacherôs Resource CD 

 
 

 
 
1-74123-821-8 
1-74123-813-7 
 
1-74123-734-3 
1-74123-828-5 
 

 
39.95 
49.95 
 
39.95 
49.95 

BSBINM401A 

Implement Workplace Information System 

 
1-74123-977-X 

 
22.95 

BSBITA401A 

Design Databases ï Access 2007 
Training Courseware / Solutions ï CD 
 

Design Databases ï Access 2003 
Resource Solutions - CD 

 
1-74123-784-X 
1-921657-33-2 
 

1-74123-926-5 
1-921657-39-1 

 
34.95 
49.95 
 

36.95 
49.95 

BSBITU401A  
Design and Develop Complex Text Documents ï Word 2007 
Training Courseware / Solutions ï CD 
 

Design and Develop Complex Text Documents ï Word 2003 
Resource Solutions  ï CD 

 
1-74123-911-7 
1-74123-959-1 
 

1-74123-860-9 
1-74123-969-9 

 
36.95 
49.95 
 

36.95 
49.95 

BSBITU402A 

Develop and Use Complex Spreadsheets ï Excel 2007 
Training Courseware / Solutions ï CD 
 

Develop and Use Complex Spreadsheets ï Excel 2003 
Resource Solutions ï CD 

 
1-74123-838-2 
1-74123-968-0 
 

1-74123-862-5 
1-74123-979-6 

 
36.95 
49.95 
 

36.95 
49.95 

BSBITU404A 
Produce Complex Desktop Published Documents   
Publisher 2007 

Training Courseware / Solutions ï CD 
 

Produce Complex Desktop Published Documents  
Publisher 2003 

Resource Solutions  ï CD 

 
 

1-74123-966-4 
1-74123-981-8 
 

 

1-74123-910-9 
1-74123-980-X 

 
 

34.95 
49.95 
 

 

36.95 
49.95 

BSBWRT401A 

Write Complex Documents 

 
1-74123-798-X 

 
22.95 
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BSB40507 - Certificate IV in Business Administration 

Elective Units for Certificate IV in Business Administration 

BSBADM407B 

Administer Projects 

 
1-74123-879-X 

 
24.95 

BSBCMM401A 
Make a Presentation 

 
1-74123-742-4 

 
19.95 

BSBCUS401A 

Coordinate Implementation of Customer Service Strategies 

 
1-74123-736-X 

 
22.95 

BSBCUS402A 

Address Customer Needs 

 
1-74123-720-3 

 
24.95 

BSBFIA402A  

Report on Financial Activity using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-940-0 
 

1-74123-941-9 

 
44.95 
 
49.95 

BSBINN301A 

Promote Innovation in a Team Environment 

 
1-74123-890-0 

 
24.95 

BSBMKG413A 

Promote Products and Services 

 
1-74123-994-X 

 
22.95 

BSBMKG414A 
Undertake Marketing Activities 

 
1-74123-755-6 

 
22.95 

BSBOHS407A 

Monitor a Safe Workplace 

 
1-74123-850-1 

 
34.95 

BSBRES401A 

Analyse and Present Research Information 

 
1-74123-993-1 

 
29.95 

BSBSUS301A 

Implement and Monitor Environmentally Sustainable Work 
Practices 

 
1-74123-950-8 

 
24.95 

 

  

   

 

Did you know that Bu lk Orders can attract discounts?  

Talk to your sales person today!  



32  www.softwarepublications.com.au 

Unit 10, 171 Gibbes Street, Chatswood  NSW  2067 

PH: 1800 146 542 FAX: 1800 146 5 39  

PH: 02 9882 1000 FAX: 02 9882 1800  
 

Software Publications  

Tertiary Price List March 2010   

BSB40607 - Certificate IV in Business Sales 

Core Unit for Certificate IV in Business Sales 

BSBOHS407A 

Monitor a Safe Workplace 

 
1-74123-850-1 

 
34.95 

Elective Units for Certificate IV in Business Sales 

BSBCUS401A 

Coordinate Implementation of Customer Service Strategies 

 
1-74123-736-X 

 
22.95 

BSBCUS402A 

Address Customer Needs 

 
1-74123-720-3 

 
24.95 

BSBFIA402A  

Report on Financial Activity using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-940-0 
 

1-74123-941-9 

 
44.95 
 
49.95 

BSBADM405B 

Organise Meetings 

 
1-74123-739-4 

 
24.95 

BSBADM406B 

Organise Business Travel 

 
1-74123-839-0 

 
22.95 

BSBCMM401A 
Make a Presentation 

 
1-74123-742-4 

 
19.95 

BSBITU301A 
Create and Use Databases - Access 2007 
Training Courseware / Solutions ï CD 
 

Create and Use Databases - Access 2003 
Resource Solutions ï CD 
 

Basic Databases ï Access 2003 
Basic Databases ï Access XP 

 
1-74123-882-X 
1-74123-903-6 
 

1-74123-858-7 
1-74123-998-2 
 

1-877364-23-1 
1-877344-35-4 

 
34.95 
49.95 
 

34.95 
49.95 
 

27.95 
27.95 

BSBITU402A 
Develop and Use Complex Spreadsheets ï Excel 2007 
Training Courseware / Solutions ï CD 
 

Develop and Use Complex Spreadsheets ï Excel 2003 
Resource Solutions  ï CD 

 
1-74123-838-2 
1-74123-968-0 
 

1-74123-862-5 
1-74123-979-6 

 
36.95 
49.95 
 

36.95 
49.95 
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BSB40607 - Certificate IV in Business Sales 

Elective Units for Certificate IV in Business Sales 

BSBMKG402B 

Analyse Consumer Behaviour for Specific Markets 

 
 1-74123-937-0 

 
19.95 

BSBMKG413A 
Promote Products and Services 

 
1-74123-994-X 

 
22.95 

BSBMKG414A 

Undertake Marketing Activities 

 
1-74123-755-6 

 
22.95 

   

 

  

   

   

   

   

 

  

   

   

   

 

Business Office Skills ï Office 2007 

1-74123-953-2                                                          $69.95 
Section 1: Computer Theory, File Management, Internet and Email 

Section 2: Create and Use Simple Spreadsheets 
Section 3: Produce Simple Word Processed Documents 

Section 4: Create and Use Databases 

Section 5: Create Electronic Presentations 

 

Business Office Skills ï Office 2003 

1-74123-924-9                                                          $79.95 
Section 1: Operate a Personal Computer / Use Business Technology 

Section 2: Develop Keyboard Skills 
Section 3: Produce Simple Word Processed Documents / Mail Merge 

Section 4: Create and Use Simple Spreadsheets 
Section 5: Create and Use Databases 

 
As of 1st June 2009     -     Solutions to Learner Guides;  

All SOLUTIONS are sold as soft copy on CD with exercise and associated files included.  
(unless otherwise stated)  

If you require a hard copy please contact our customer service st aff or state manager . 
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BSB40707 - Certificate IV in Franchising 

Elective Units for Certificate IV in Franchising 

BSBCUS401A 

Coordinate Implementation of Customer Service Strategies 

 
1-74123-736-X 

 
22.95 

BSBCUS402A 
Address Customer Needs 

 
1-74123-720-3 

 
24.95 

BSBFIA402A  

Report on Financial Activity using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-940-0 
 

1-74123-941-9 

 
44.95 
 
49.95 

BSBADM409A 

Co-ordinate Business Resources 

 
1-74123-849-8 

 
24.95 

BSBCMM401A  

Make a Presentation 

 
1-74123-742-4 

 
19.95 

BSBITU401A  

Design and Develop Complex Text Documents ï Word 2007 
Training Courseware / Solutions ï CD 
 

Design and Develop Complex Text Documents ï Word 2003 
Resource Solutions ï CD 

 
1-74123-911-7 
1-74123-959-1 
 

1-74123-860-9 
1-74123-969-9 

 
36.95 
49.95 
 

36.95 
49.95 

BSBLED401A 
Develop Teams and  Individuals 

 
1-74123-851-X 

 
29.95 

BSBMKG413A 

Promote Products and Services 

 
1-74123-994-X 

 
22.95 

BSBMKG414A 

Undertake Marketing Activities 

 
1-74123-755-6 

 
22.95 

BSBOHS407A 

Monitor a Safe Workplace 

 
1-74123-850-1 

 
34.95 

BSBREL401A 

Establish Networks 
1-921657-12-X 24.95 

BSBWRT401A 
Write Complex Documents - Word 2007 

 
1-74123-798-X 

 
22.95 



www.softwarepublications.com.au 

Unit 10, 171 Gibbes Street, Chatswood  NSW  2067 

PH: 1800 146 542 FAX: 1800 146 53  

PH: 02 9882 1000 FAX: 02 9882 1800  

35  

 

Software Publications  

Tertiary Price List March 2010   

BSB40807 - Certificate IV in Frontline Management 

Elective Units for Certificate IV in Frontline Management 

BSBMGT401A  

Show leadership in the Workplace 

 
1-74123-766-1 

 
22.95 

BSBMGT402A  
Implement Operational Plan 

 
1-74123-944-3 

 
19.95 

BSBOHS407A  

Monitor a Safe Workplace 

 
1-74123-850-1 

 
34.95 

BSBWOR402A 

Promote Team Effectiveness 

 
1-74123-943-5 

 
19.95 

Elective Units for Certificate IV in Frontline Management 

BSBADM409A 
Co-ordinate Business Resources 

 
1-74123-849-8 

 
24.95 

BSBCMM401A  

Make a Presentation 

 
1-74123-742-4 

 
19.95 

BSBCUS401A 

Co-ordinate Implementation of Customer Service Strategies 

 
1-74123-736-X 

 
22.95 

BSBCUS402A  

Address Customer Needs 

 
1-74123-720-3 

 
24.95 

BSBCUS403A  
Implement Customer Services Standards 

1-74123-853-6 22.95 

BSBFIA402A  

Report on Financial Activity using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-940-0 
 

1-74123-941-9 

 
44.95 
 
49.95 

BSBINM401A 

Implement Workplace Information System 

 
1-74123-977-X 

 
22.95 

BSBINN301A 

Promote Innovation in a Team Environment 

 
1-74123-890-0 

 
24.95 
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BSB40807 ¦ Certificate IV in Frontline Management 

Elective Units for Certificate IV in Frontline Management 

BSBMGT403A 
Implement Continuous Improvement 

1-921657-13-8 22.95 

BSBMKG413A 
Promote Products and Services 

 
1-74123-994-X 

 
22.95 

BSBPMG510A 
Manage Projects 

 
1-74123-823-4 

 
32.95 

BSBREL401A 

Establish Networks 
1-921657-12-X 24.95 

BSBRES401A 

Analyse and Present Research Information 

 
1-74123-993-1 

 
29.95 

BSBRSK401A 

Identify Risk and Apply Risk Management Processes 

 
1-74123-991-5 

 
19.95 

BSBWOR401A 

Establish Effective Workplace Relationships 

 
1-74123-935-4 

 
19.95 

BSBWOR404A 

Develop Work Priorities 

 
1-74123-945-1 

 
19.95 

BSBWRT401A 

Write Complex Documents - Word 2007 

 
1-74123-798-X 

 
22.95 

 

  

   

   

New!!  
 

BSBITU202A/BSBITU304A  
Create and Produce Spreadsheets ɀ Excel 2007 

1-921657 -35-9   $36.95 
 

Training Courseware / Solutions ɀ CD 
1-921657-36-7   $49.95 
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BSB41007  ¦ Certificate IV in Human Resources 

Core Units for Certificate IV in Human Resources 

BSBHRM402A 

Recruit, Select and Induct Staff 

 
1-74123-908-7 

 
22.95 

BSBHRM403A 
Support Performance Management Process 

 
1-74123-760-2 

 
22.95 

BSBWRK410A 

Implement Industrial Relations Procedures 

 
1-74123-889-7 

 
24.95 

Elective Units for Certificate IV in Human Resources 

BSBADM405B 
Organise Meetings 

1-74123-739-4 24.95 

BSBADM406B 
Organise Business Travel 

1-74123-839-0 22.95 

BSBCMM401A  

Make a Presentation 

 
1-74123-742-4 

 
19.95 

BSBCUS402A 

Address Customer Needs 

 
1-74123-720-3 

 
24.95 

BSBFIA402A  

Report on Financial Activity using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-940-0 
 

1-74123-941-9 

 
44.95 
 
49.95 

BSBINN301A 

Promote Innovation in a Team Environment 

 
1-74123-890-0 

 
24.95 

BSBITA401A 
Design Databases ï Access 2007 
Training Courseware / Solutions ï CD 
 

Design Databases ï Access 2003 
Resource Solutions - CD 

 
1-74123-784-X 
1-921657-33-2 
 

1-74123-926-5 
1-921657-39-1 

 
34.95 
49.95 
 

36.95 
49.95 

BSBITU401A  

Design and Develop Complex Text Documents ï Word 2007 
Training Courseware / Solutions ï CD 

Design and Develop Complex Text Documents ï Word 2003 
Resource Solutions ï CD 

 
1-74123-911-7 
1-74123-959-1 
1-74123-860-9 
1-74123-969-9 

 
36.95 
49.95 
36.95 
49.95 
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BSB41007 - Certificate IV in Human Resources 

Elective Units for Certificate IV in Human Resources 

BSBITU402A 

Develop and Use Complex Spreadsheets ï Excel 2007 
Training Courseware / Solutions ï CD 
 

Develop and Use Complex Spreadsheets ï Excel 2003 
Resource Solutions ï CD 

 
1-74123-838-2 
1-74123-968-0 
 

1-74123-862-5 
1-74123-979-6 

 
36.95 
49.95 
 

36.95 
49.95 

BSBITU404A 
Produce Complex Desktop Published Documents   
Publisher 2007 

Training Courseware / Solutions ï CD 
Produce Complex Desktop Published Documents  
Publisher 2003 

Resource Solutions  ï CD 

 
 
1-74123-966-4 
1-74123-981-8 
 

1-74123-910-9 
1-74123-980-X 

 
 
36.95 
49.95 
 

36.95 
49.95 

BSBOHS407A 
Monitor a Safe Workplace 

 
1-74123-850-1 

 
34.95 

BSBREL401A 

Establish Networks 
1-921657-12-X 24.95 

BSBRES401A 

Analyse and Present Research Information 

 
1-74123-993-1 

 
29.95 

BSBRSK401A 
Identify Risk and Apply Risk Management Processes 

 
1-74123-991-5 

 
19.95 

BSBWOR401A 

Establish Effective Workplace Relationships 

 
1-74123-935-4 

 
19.95 

BSBWOR402A 

Promote Team Effectiveness 

 
1-74123-943-5 

 
19.95 

BSBWRT401A 

Write Complex Documents - Word 2007 

 
1-74123-798-X 

 
22.95 

 

  

   

 

Did you know that Bulk Orders can attract discounts?  

Talk to your sales  person today!  
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BSB50207 - Diploma of Business 

Business Administration Units for Diploma of Business   

BSBADM502B 

Manage Meetings 

 
1-74123-741-6 

 
24.95 

BSBADM503B 

Plan and Manage Conferences 

 
1-74123-824-2 

 
24.95 

BSBADM504B 

Plan or Review Administration Systems 
Marking Guide 

 
1-921657-04-9 
1-921657-14-6 

 
22.95 
29.95 

BSBADM506B 

Manage Business Document Design and Development 

 
1-74123-072-1 

 
27.95 

BSBFIM502A  

Manage Payroll using MYOB Accounting Plus v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Manage Payroll using MYOB Accounting Plus v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Manage Payroll using MYOB Accounting Plus v16 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-927-3 

 

1-74123-928-1 
 

1-74123-773-4 
 

1-74123-794-7 
 

1-74123-747-5 
 

1-74123-801-3 

 
34.95 
 

49.95 
 

34.95 
 

49.95 
 

34.95 
 

49.95 

Human Resource Management Units for Diploma of Business   

BSBHRM501A 

Manage Human Resources Services 
1-74123-961-3 22.95 

BSBHRM504A 

Manage Workforce Planning 
1-74123-932-X 22.95 

BSBHRM505A 
Manage Remuneration and Employee Benefits 

1-74123-960-5 22.95 

BSBHRM506A/BSBHRM402A 

Manage Recruitment, Selection and Induction Processes 
 / Recruit, Select and Induct Staff 

 
1-74123-934-6 

 
22.95 

BSBHRM507A 

Manage Separation or Termination 
1-921657-10-3 22.95 
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BSB50207 - Diploma of Business 

Management Units for Diploma of Business   

BSBINM501A 

Manage an information or knowledge management system 

 
1-921657-44-8 

 
22.95 

BSBPMG510A 

Manage Projects 

 
1-74123-823-4 

 
32.95 

BSBWOR501A 

Manage Personal Work Priorities and Professional 
Development 

 
1-74123-996-6 

 
22.95 
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BSB50407 - Diploma of Business Administration 

Administration Units for Diploma of Business Administration 

BSBADM502B 

Manage Meetings 

 
1-74123-741-6 

 
24.95 

BSBADM503B 
Plan and Manage Conferences 

 
1-74123-824-2 

 
24.95 

BSBADM504B 

Plan or Review Administration Systems 
Marking Guide 

 
1-921657-04-9 
1-921657-14-6 

 
22.95 
29.95 

BSBADM506B 
Manage Business Document Design and Development 

 
1-74123-072-1 

 
27.95 

BSBFIM502A  
Manage Payroll using MYOB Accounting Plus v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Manage Payroll using MYOB Accounting Plus v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Manage Payroll using MYOB Accounting Plus v16 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
1-74123-927-3 

 

1-74123-928-1 
 

1-74123-773-4 
 

1-74123-794-7 
 

1-74123-747-5 
 

1-74123-801-3 

 
34.95 
 

49.95 
 

34.95 
 

49.95 
 

34.95 
 

49.95 

BSBPMG510A 

Manage Projects 

 
1-74123-823-4 

 
32.95 

Elective Units for Diploma of Business Administration 

BSBCUS501A 

Manage Quality Customer Service 

 
1-74123-974-5 

 
22.95 

BSBINM501A 
Manage an Information or Knowledge Management System 

 
1-921657-44-8 

 
22.95 

BSBINN301A 

Promote Innovation in a Team Environment 

 
1-74123-890-0 

 
24.95 

BSBMGT502B 

Manage People Performance 

 
1-74123-767-X 

 
22.95 
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BSB50407 - Diploma of Business Administration 

Elective Units for Diploma of Business Administration 

BSBSUS501A 

Develop Workplace Policy and Procedures for Sustainability 

 
1-74123-951-6 

 
22.95 

BSBWOR502A 
Ensure Team Effectiveness 

 
1-74123-931-1 

 
19.95 
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BSB50607 - Diploma of Human Resources Management 

Core Units for Diploma of Human Resources Management 

BSBHRM501A 

Manage Human Resources Services 
1-74123-961-3 22.95 

BSBHRM503A 

Manage Performance Management Systems 
1-74123-743-2 29.95 

BSBHRM504A 

Manage Workforce Planning 
1-74123-932-X 22.95 

Elective Units Diploma of Human Resources Management 

BSBHRM505A 

Manage Remuneration and Employee Benefits 
1-74123-960-5 22.95 

BSBHRM506A/BSBHRM402A 

Manage Recruitment, Selection and Induction Processes 
 / Recruit, Select and Induct Staff 

 
1-74123-934-6 

 
22.95 

BSBHRM507A 
Manage Separation or Termination 

1-921657-10-3 22.95 

BSBWRK509A 

Manage Industrial Relations 
1-74123-942-7 29.95 

   

 

  

   

   

New!!  
MYOB EXTENSION WORKBOOK 
USING MYOB ACCOUNTING PLUS v18 

A workbook to follow on from Introduction to MYOB 
This workbook is used for ACE courses 

1-92127 -505-7    $44.95 
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BSB51107 - Diploma of Management 

Core Units for Diploma of Management 

BSBCUS501A 

Manage Quality Customer Service 

 
1-74123-974-5 

 
22.95 

BSBFIM501A 

Manage Budgets and Financial Plans 
1-921657-07-3 22.95 

BSBINM501A 
Manage an Information or Knowledge Management System 

 
1-921657-44-8 

 
22.95 

BSBLED501A 

Develop a Workplace Learning Environment 

 
1-74123-983-4 

 
24.95 

BSBMGT502B 

Manage People Performance 

 
1-74123-767-X 

 
22.95 

BSBMGT515A 

Manage Operational Plan 

 
1-74123-972-9 

 
22.95 

BSBMGT516A 

Facilitate Continuous Improvement 

 
1-74123-976-1 

 
22.95 

BSBOHS509A 
Ensure a Safe Workplace 

1-74123-881-1 29.95 

BSBPMG510A 

Manage Projects 
1-74123-823-4 32.95 

BSBRSK501A 

Manage Risk 
1-921657-05-7 22.95 

BSBWOR501A 

Manage Personal Work Priorities and Professional 
Development 

1-74123-996-6 22.95 

BSBWOR502A 
Ensure Team Effectiveness 

 
1-74123-931-1 

 
19.95 

 
  

   

 

Did you know that Bulk Orders can attract discounts?  

Talk to yo ur sales person today!  
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BSB51107 - Diploma of Management 

Elective Units for Diploma of Management 

BSBHRM402A 

Recruit, Select and Induct Staff 
1-74123-908-7 22.95 

BSBHRM503A 
Manage Performance Management Systems 

1-74123-743-2 29.95 

BSBHRM504A 

Manage Workforce Planning 
1-74123-932-X 22.95 

BSBSUS501A 
Develop Workplace Policy and Procedures for Sustainability 

 
1-74123-951-6 

 
22.95 

BSBWRK509A 
Manage Industrial Relations 

 
1-74123-942-7 

 
29.95 

 

  

   

   

   

 

  

   

   

   

 

Business Office Skills ɀ Office 2007  

1-74123 -953-2                                                          $69.95 
Section 1: Computer Theory, File Management, Internet and Email  

Section 2: Create and Use Simple Spreadsheets 
Section 3: Produce Simple Word Processed Documents  

Section 4: Create and Use Databases 
Section 5: Create Electronic Presentations  

 

Business Office Skills ɀ Office 2003  

1-74123 -924-9                                                          $79.95 
Section 1: Operate a Personal Computer / Use Business Technology  

Section 2: Develop Keyboard Skills  
Section 3: Produce Simple Word Processed Documents / Mail Merge  

Section 4: Create and Use Simple Spreadsheets 
Section 5: Create and Use Databases 

 

Did you know that we can customise resources into  

Combinations Packs? 

We can also customise the front cover with your logo.  

Talk to your sales person today!  
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FNS30304  - Certificate III in Financial Services 

[Accounts Clerical] 

Industry Core Units for Certificat e III in Financial Services 

FNSICIND301B 

Work in the Financial Services Industry 
Marking Guide 

 
1-74123-888-9 
1-74123-995-8 

 
19.95 
29.95 

FNSICGEN301B 

Communicate in the Workplace 

 
1-74123-759-9 

 
22.95 

FNSICGEN302B 

Use Technology in the Workplace  - Office 2007 
Use Technology in the Workplace  - Office 2003 
Use Technology in the Workplace (Full Version) Office 2007 
Use Technology in the Workplace (Full Version) Office 2003 
(Covers File Management, Email, internet, word, excel, access and PowerPoint) 

 
1-74123-785-8 
1-877380-09-1 
1-74123-906-0 
1-877380-31-8 
 

 
29.95 
29.95 
49.95 
79.95 
 

FNSICGEN304B 

Apply Health and Safety Practices in the Workplace 

 
1-877331-21-X 

 
29.95 

Sectoral Core Units for Certificate  III in Financial Services 

BSBFIA301A 

Maintain Financial Records using MYOB v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records using MYOB v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 
 

Maintain Financial Records (Manual Only) 
Teacherôs Resource CD 
 

Introduction to MYOB using MYOB Accounting Plus v18 
(3 Units in 1 book for a holistic approach to these units BSBFIA301A,  

BSBFIA303A, BSBFIA304A Also includes MYOB Student Edition CD) 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 

 
1-74123-893-5 
 
1-74123-894-3 
 
 
1-74123-807-2 
 
1-74123-811-0 
 
 
1-74123-869-2 
1-74123-775-0 
 
1-74123-947-8 
 
 
1-74123-946-X 
 

 
36.95 
 
49.95 
 
 
36.95 
 
49.95 
 
 
24.95 
49.95 
 
44.95 
 
 
49.95 
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FNS30304  - Certificate III in Financial Services 

(Accounts Clerical) 

Sectoral Core Units for Certificate  III in Financial Services 

FNSICACC306B & BSBFIA401A (BSBADM408A) 

Prepare Financial Reports and Process Journal Entries 
Manual (with a MYOB v18 option) 
 
Teacherôs Resource CD  

 
Prepare Financial Reports and Process Journal Entries 
Manual (with a MYOB v17 option) 
 
Teacherôs Resource CD 

 
 
1-74123-878-1 
 
1-74123-780-7 
 
 
1-74123-877-3 
 
1-74123-816-1 
 
 

 
 
39.95 
 
49.95 
 
 
39.95 
 
49.95 
 

Elective Units for Certificate III in Financial Services 

FNSACCT407B 

Set Up a Computerised Accounting System using MYOB 
Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Set Up a Computerised Accounting System using MYOB 
Accounting v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
 
1-74123-900-1 
 

1-74123-901-X 
 

 
1-74123-769-6 
 
1-74123-810-2 

 
 
49.95 
 
49.95 
 

 
49.95 
 

   49.95 

FNSICGEN305B / FNSICACC304B 

Maintaining Daily Financial & Business Records  
Manual (with a MYOB v18 option) 

Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

Maintaining Daily Financial & Business Records  
Manual (with a MYOB v16 & v17 option) 

Accompanied by MYOB Student Edition CD- Rom 

Teacherôs Resource CD  
(includes assessments, solutions and additional exercises) 

 
 
1-74123-844-7 
 

1-74123-886-2 

 
1-74123-748-3 
 

1-74123-795-5 
 

 
 

29.95 
 

49.95 

 
29.95 
 

49.95 
 

FNSICGEN305B  
Maintaining Daily Financial & Business Records Manual Only 

Teacherôs Resource CD 

 
1-74123-782-3 

1-74123-887-0 

 
29.95 

49.95 
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FNS30304  - Certificate III in Financial Services 

(Accounts Clerical) 

Elective Units for Certificate III in Financial Services 

BSBADM308A 
Process Payroll using MYOB Accounting Plus v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Process Payroll using MYOB Accounting Plus v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
(includes assessment, solutions and additional exercises) 
 

Process Payroll using MYOB Accounting Plus v16 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
(includes assessment, solutions and additional exercises) 

 
1-74123-962-1 
 

1-74123-965-6 
 
1-74123-772-6 
 

1-74123-791-2 
 
 

1-74123-751-3 
 

1-74123-800-5 
 

 
34.95 
 

49.95 
 
34.95 
 

49.95 
 
 

34.95 
 

49.95 
 

BSBITU202A 
Create and Use Spreadsheets ï Excel 2007 
Author ï Cheryl Price and Julia Wix ï New !! 

Training Courseware / Solutions ï CD 
 

Create and Use Spreadsheets ï Excel 2007 
Author ï Software Publications Writing Team 

Training Courseware / Solutions ï CD 
 

BSBITU202A/BSBITU304A 
Create and Produce Spreadsheets ï Excel 2007 
Training Courseware / Solutions ï CD 
 

Create and Use Spreadsheets ï Excel 2003 
Resource Solutions ï CD 
 

Basic Spreadsheets ï Excel 2003 

 
1-921657-37-5 
 

1-921657-38-3 
 

1-74123-803-X 
 

1-74123-804-8 
 

 
1-921657-35-9 
1-921657-36-7 
 

1-74123-855-2 
1-74123-997-4 
 

1-877364-22-3 

 
32.95 
 

49.95 
 

32.95 
 

49.95 
 

 
36.95 
49.95 
 

34.95 
49.95 
 

27.95 

FNSICACC301B 

Administer Accounts Payable Using MYOB v18 
Accompanied by MYOB Student Edition CD 

Resource Solutions ï CD 

 
1-921657-21-9 
 

1-921657-29-4 
 

 
34.95 
 

49.95 
 

FNSICACC307B 
Reconcile and Monitor Accounts Receivables Using MYOB v18 
Accompanied by MYOB Student Edition CD 

Resource Solutions ï CD 

 
1-921657-22-7 
 

1-921657-28-6 
 

 
34.95 
 

49.95 
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FNS40207 - Certificate IV in Financial Services 

[Bookkeeping] 

Industry Core Units for Certificate IV in Financial Services [Bookkeeping] 

FNSICGEN301B 
Communicate in the Workplace 

 
1-74123-759-9 

 
22.95 

FNSICGEN302B 

Use Technology in the Workplace  - Office 2007 
Use Technology in the Workplace  - Office 2003 
Use Technology in the Workplace (Full Version) Office 2007 
Use Technology in the Workplace (Full Version) Office 2003 
(Covers File Management, Email, Internet, Word, Excel, Access and PowerPoint) 

 
1-74123-785-8 
1-877380-09-1 
1-74123-906-0 
1-877380-31-8 
 

 
29.95 
29.95 
49.95 
79.95 
 

FNSICGEN304B 

Apply Health and Safety Practices in the Workplace 

 
1-877331-21-X 

 
29.95 

FNSICIND401B 

Apply Principles of Professional Practice to Work in the 
Financial Services Industry 
Marking Guide 

 
 
1-74123-818-8 
1-921657-32-4 

 
 
22.95 
29.95 

Sectoral Core Units for Certificate IV in Financial Services [Bookkeeping] 

FNSBKPG401A 
Develop and Implement Policies and Practices Relevant to 
Bookkeeping Activities 
Marking Guide 

 
 
1-74123-819-6 
1-921657-31-6 

 
 
24.95 
29.95 

FNSBKPG402A & FNSBKPG403A 
Establish and Maintain a Cash and Accrual Accounting 
System using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

Establish and Maintain a Cash and Accrual Accounting 
System using MYOB Accounting v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
 
1-74123-764-5 
 

1-74123-892-7 
 

1-74123-746-7 
 

1-74123-788-2 

 
 
49.95 
 

49.95 
 

49.95 
 

49.95 

FNSICCUS401B 

Deliver a Professional Service to Customers 

 
1-74123-825-0 

 
24.95 

FNSICCUS402B 
Maintain Customer Relationships 

 
1-921657-25-1 

 
22.95 
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FNS40207 - Certificate IV in Financial Services 

[Bookkeeping] 

Sectoral Core Units for Certificate IV in Financial Services [Bookkeeping] 

FNSBKPG404A 
Carry out Business Activity and Instalment Activity  
Statement Tasks using MYOB Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

Carry out Business Activity and Instalment Activity  
Statement Tasks using MYOB Accounting v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
 
1-74123-891-9 
 

1-74123-907-9 

 
1-74123-765-3 
 

1-74123-841-2 

 
 
39.95 
 

49.95 

 
39.95 
 

49.95 

FNSBKPG405A 

Establish and Maintain a Payroll System using MYOB 
Accounting v18 
Accompanied by MYOB Student Edition CD 
 

Teacherôs Resource CD 
 

Establish and Maintain a Payroll System using MYOB 
Accounting v17 
Accompanied by MYOB Student Edition CD 
 

Teacherôs Resource CD 

 
 
1-74123-899-4 
 
 

1-74123-902-8 
 

1-74123-774-2 
 
 
 

1-74123-796-3 

 
 
36.95 

 
 

49.95 
 

36.95 
 
 
 

49.95 

FNSACCT405B 

Prepare Financial Statements using MYOB  
Accounting v18 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Prepare Financial Statements using MYOB  
Accounting v16 & v17 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
 
1-74123-897-8 
 

1-74123-898-6 
 

 
1-74123-762-9 
 

1-74123-812-9 

 
 
34.95 
 

49.95 
 

 
34.95 
 

49.95 

FNSACCT406B 

Maintain Asset and Inventory Records using MYOB 
Accounting v18 and AssetManager Pro v3.5 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 
 

Maintain Asset and Inventory Records using MYOB 
Accounting v16 & v17 and AssetManager Pro v3.5 
Accompanied by MYOB Student Edition CD 

Teacherôs Resource CD 

 
 
1-74123-895-1 
 

1-74123-896-X 
 

 
1-74123-763-7 
 

1-74123-815-3 

 
 
39.95 
 

49.95 
 

 
39.95 
 

49.95 
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ICA05 Certificate II -  Foundation Units 

ICA20105 ¦ Core Units   

Certificate II 
Complete Package Containing Eight Core Modules 
Office 2007 
Office 2003 
All units include Study Guides and Assessments. 
 (Eight modules include; ICAU2013B/ICAD2012B, ICAU2005B/ICAU2006B, 
ICAU2231B, ICAW2001B, ICAW2001B, ICAW2002B, ICPMM26B) 

 
 
1-74123-868-4 
1-74123-709-2  
 
 

 

 
 
99.95 
99.95 
  
 

 

BSBCMN106A 

Follow Workplace Safety Procedures 

 
1-877084-33-6 

 
29.95 

ICAU2013B / ICAD2012B 
Integrate Commercial Computing Packages 
Design Organisational Documents ï Office 2007 
Design Organisational Documents ï Office 2003 
Resource Solutions 

 
 
1-74123-872-2  
1-877420-27-1 
1-877420-34-4  

 
 
36.95 
36.95 
36.95 

ICAU2005B / ICAU2006B 
Operate Computer Hardware/Operate Computing Packages 
Windows XP - Office 2007 
Windows XP - Office 2003 

 
 
1-74123-873-0  
1-877420-37-9 

 
 
32.95 
32.95 

ICAU2231B 

Use Computer Operating System 
Windows XP - Office 2007 
Windows XP - Office 2003 

 
 
1-74123-871-4  
1-877420-41-7 

 
 
22.95 
22.95 

ICAW2001B 

Work Effectively in an IT Environment 

 
1-877420-46-8  

 
24.95 

ICAW2002B 

Communicate in the Workplace 

 
1-877420-44-1  

 
22.95 

ICA20105 ¦ Elective Units   

ICPMM26B ï New Version 

Access and use the Internet 
 (Information & Communication using Internet Explorer 7)  

 

1-74123-876-5 
 

 
24.95 
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ICA05 Certificate III -  Core Units 

ICA30105 ¦ Network Administration    

Certificate III 

Networking Package including six core units   

 
1-74123-688-6 

 
129.95 

ICAI3101A 

Install and Manage Network Protocols  

 
1-74123-711-4  

 
24.95 

ICAS3024A 

Provide Basic System Administration  

 
1-74123-712-2 

 
24.95 

ICAS3032A 
Provide Network Systems Administration  

 
1-74123-713-0 

 
24.95 

ICAS3034A 

Determine and Action Network Problems  

 
1-74123-726-2 

 
15.95 

ICAS3120A 

Configure and Administer a Network Operating System 

 
1-74123-727-0 

 
24.95 

ICAS3121A 

Administer Network Peripherals  

 
1-74123-728-9  

 
36.95 

 

  

   

   

   

 

  

   

   

New!!  
MYOB EXTENSION WORKBOOK 
USING MYOB ACCOUNTING PLUS v18 

A workbook to follow on from Introduction to MYOB 
This workbook is used for ACE courses 

1-92127 -505-7    $44.95 

 

 

 
As of 1st June 2009     -     Solutions to Learner Guides;  

All SOLUTIONS are sold as soft copy on CD with exercise and associated files included.  
(unless otherwise stated)  

If you require a hard c opy please contact our customer service staff  or state manager . 
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ICA20199 Certificate II in IT 

ICAITU006C 

Operate Computing Packages - Office 2003  

 
1-877364-78-9 

 
64.95 

ICAITU006C  
Operate Computing Packages - Word 2003 

 
1-877364-63-X 

 
36.95 

ICAITU006C 

Operate Computing Packages - Excel 2003  

 
1-877364-64-8 

 
36.95 

ICAITU006C 

Operate Computing Packages - Access 2003  

 
1-877364-77-0 

 
36.95 

ICAITU012B 
Design Organisational Documents 
Using Commercial Computing Packages 
Create Electronic Presentations PowerPoint 2003 & Desktop Publishing Publisher 
2003 

 
 
1-877380-49-0 
 
 

 
 
54.95 

 
 

ICAITU013C 

Integrate Commercial Computing Packages - Office 2003 

 
1-877380-26-1  

 
29.95 

ICAIU2013A/ ICAITU013B 

Integrating Microsoft Office 2003 Packages  

 
1-74123-661-4 

 
27.95 

ICAITU007B/ ICAITS014C 

Business Skills 
Maintain Equipment & Consumables/ 
Connect Hardware Peripherals 

 
 
 
1-877331-18-X  

 
 
 
29.95 

   

 

  

   

   

   

 

Did you know that Bulk Orders can attract discounts?  

Talk to your sales person today!  
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ICA30199 Certificate III in IT 

ICPMM65BA/ ICAITU019C 

XHTML, HTML & Dreamweaver MX8  

 
1-74123-151-5  

 
36.95 

ICAITU013C 

Integrating Documents  
Resource Solutions  

 
1-877225-81-9 
1-877225-82-7  

 
29.95 
29.95 

   

ICA40399 Certificate IV in IT 
ICAITU126B 

Use Advanced Features of Computer Applications  

Word  2003 
Resource Solutions 

 
 
1-877380-21-0  
1-877380-27-X  

 
 
36.95 
36.95 

ICAITU126B 
Use Advanced Features of Computer Applications  

Excel 2003  
Resource Solutions 

 
 
1-877380-22-9 
1-877380-28-8 

 
 
36.95 
36.95 

ICAITU126B 

Use Advanced Features of Computer Applications  

Access 2003 
Resource Solutions 

 
 
1-877380-24-5 
1-877380-30-X 

 
 
36.95 
36.95 

ICAITU126B 

Use Advanced Features of Computer Applications  

Pub lisher  2003 
Resource Solutions 

 
 
1-877380-23-7 
1-877380-29-6 

 
 
36.95 
36.95 
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ICDL Version 4 Office 2003 

Complete ICDL Package 
Covers All 7 Modules in 2 Volumes  

 
1-877364-76-2  

 
99.95 

Module 1 
Concepts of Information Technology  

 
1-877364-00-2  

 
29.95 

Module 2 
Using the Computer and Managing Files ï Version 4 Office 2007  
Using the Computer and Managing Files - Office 2003 

 
1-74123-799-8 
1-877364-01-0 

 
24.95 
24.95 

Module 3 
Word Processing  

 
1-877364-72-X 

 
24.95 

Module 4 
Spreadsheets  

 
1-877364-73-8  

 
24.95 

Module 5 
Databases  

 
1-877364-74-6  

 
24.95 

Module 6 
Presentation  

 
1-877364-75-4  

 
24.95 

Module 7 
Information and Communication  

 
1-877364-06-1  

 
24.95 

 

  

   

   

   

   

   

   

 

Business Office Skills ɀ Office 2007  

1-74123 -953-2                                                          $69.95 
Section 1: Computer Theory, File Management, Internet and Email  

Section 2: Create and Use Simple Spreadsheets 
Section 3: Produce Simple Word Processed Documents  

Section 4: Create and Use Databases 
Section 5: Create Electronic Presentations  

 

Business Office Skills ɀ Office 2003  

1-74123 -924-9                                                          $79.95 
Section 1: Operate a Personal Computer / Use Business Technology  

Section 2: Develop Keyboard Skills  
Section 3: Produce Simple Word Processed Documents / Mail Merge  

Section 4: Create and Use Simple Spreadsheets 
Section 5: Create and Use Databases 
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General Computing 
New ï Enjoy... Upgrading to Microsoft Word 2007 
               For experienced 2003 users 

978-0-9804893-1-6 
 

19.95 
 

New ï Enjoy... Microsoft Word 2007  
                For novice to intermediate learners 

978-0-9804893-0-9 
 

36.95 
 

New ï Enjoy... Microsoft Excel 2007  
                For novice to intermediate learners 

978-0-9804893-2-3 
 

24.95 
 

Microsoft Outlook 2007 
Microsoft Outlook 2003  

1-74123-735-1 
1-74123-631-2 

15.95 
19.95 

Introduction to Microsoft Project 2002 / 2003  1-877364-96-7  29.95 

Integrating Data ï Advanced ï Office 2003  1-877420-19-0  36.95 

Advanced Text & Word Processing Assignments  1-877420-20-4  36.95 

Producing Text Processed Communications 2003  1-877420-32-8  36.95 

Producing Specialist & Technical Documents 2003  1-877420-33-6  36.95 

Integrating Text & Word Processing ï Word 2003  1-877420-14-X  49.95 

Formats and Layouts for Business  1-877225-07-X  39.95 

Learning Microsoft Office Pro 2003  1-877380-33-4  69.95 

The Basics XP  
Keyboarding, Windows, Word, Excel, Access, and Internet & E mail 

1-877305-85-5  69.95 

Learning Microsoft Windows XP  1-877344-51-6  29.95 
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General Computing 

Learning Microsoft Word 2003  1-877380-35-0  59.95 

Learning Microsoft Excel 2003  1-877380-32-6  59.95 

Learning Microsoft Publisher 2003  1-877380-34-2  59.95 

Learning Microsoft PowerPoint 2000  1-877225-64-9  59.95 

Learning Microsoft Access 2000  1-877225-57-6  59.95 

Internet Explorer 6.0 
with Hotmail & Newsgroups  
with Outlook Express & Newsgroups  

 
1-877305-47-2  
1-877305-02-2  

 
29.95 
29.95 

Learning PageMaker 6.5  0-909023-92-1  49.95 

Desktop Publishing Functions PageMaker 6.5  1-877244-11-2  36.95 

Relational Databases ï Access 2000 2003 -  1-877380-36-9  36.95 

Database Exercises  
Solution Book  

1-877292-15-X  
1-877292-17-6  

36.95 
36.95 

Word Processing Exercises  1-877225-41-X  24.95 

Generic Word Processing Exercises  0-909023-09-3  34.95 

Word Processing - Speed & Accuracy  
Test Book ï 50 Tests 45 ï 100 wpm  

1-877331-72-4  
1-877344-49-4  

24.95 
24.95 

Spreadsheet Exercises  1-877225-42-8  24.95 

Text & Information Management  1-877225-32-0  36.95 
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Programming and Web Design 

FrontPage 2003  1-877380-63-6  36.95 

XHTML, HTML and Dreamweaver MX 8  1-74123-151-5  36.95 

Introduction to HTML  1-877225-72-X  29.95 

Digital Photography with Your Computer  1-74123-154-X  44.95 

Paint Shop Pro 8  1-74123-479-4  34.95 

Produce a Simple Design Illustration using a Computer 
Application (Paint Shop Pro 8) 

 
1-877380-15-6  

 
29.95 

Using Flash MX  1-74123-085-3  44.95 

Using Flash 5  1-74123-081-0  44.95 

Using Dreamweaver MX 1-74123-086-1  44.95 

Using Photoshop 7  1-74123-153-1  44.95 

Fun Web Pages with JavaScript (2nd Edition) 1-74123-084-5  44.95 

Introduction to AutoCAD 2002  1-904467-00-8  24.95 

Graphic Design using CorelDraw  1-74123-600-2  24.95 

Use Computer Technology to Present a Topic  
PowerPoint 2003, Word 2003, Internet Explorer 6.0 

1-877364-53-3 
 

29.95 
 

Linux for Windows Users 1-74123-078-0  32.95 
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Programming and Web Design 

Using Linux the Easy Way  1-74123-079-9  29.95 

Easy PC Peripherals Troubleshooting  1-74123-082-9  44.95 

How to Use Norton System Works 2002  1-74123-083-7  29.95 

PC Interfacing using USB  1-74123-150-7  32.95 

XHTML and CSS Explained  1-74123-080-2  44.95 

How to Use XML  1-74123-087-X  44.95 

Programming in Quick BASIC  1-74123-089-6  32.95 

MS DOS Explained  1-74123-076-4  36.95 

Programming in C++  1-74123-077-2  34.95 

Learning to Program in C  1-74123-088-8  32.95 

Learning to Program in Pascal & Delphi  1-904467-29-6  44.95 

Tackling Computer Projects in Access with Visual Basic for 
Application 

 
1-903112-22-2  

 
36.95 

Computing Projects in Visual Basic  1-903112-33-8  39.95 

Computing Projects in Visual Basic.NET  1-74123-225-2  44.95 

Advanced Course in Computing  1-74123-223-6  44.95 
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order form  
You can order through the website below, by email, free phone or free fax.  
 

Title  

 

Order 

Code 

Qty  
 

Unit Price  
$AUD  
 

Total  

 

     

     

     

     

     

     

     

     

     

     

    Total $   

    Freight $   

    TOTAL $  

All prices are GST inclusive. All prices are recommended only and are subject to change without prior notice.  

Please contact our office for volume pricing. Payment Terms 30 days.  

Freight Charges  

$7.50 first book  

$1.50 per book thereafter.  

Maximum freight charge $50  

 
Date:  / /   
 

Special Instructions  

 

 

 

Free Fax Number: 1800-146-539   Free Phone Number: 1800-146-542  

Organisation  :  Order number:  

Contact:  Cheque enclosed for  $  

Email:  Cardholder name:  

Phone (      ) Fax: (      ) 
Credit Card type:  

Ὶ Visa    Ὶ MasterCard    Ὶ AMEX   Ὶ DINERS  

Credit Card number: Mobile:  

Postal Address:                  

Physical Address: Expiry Date:  

City:  State:  Post Code:  CCV ID Number:  
 


