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(Carry Out Workplace Interaction in English)
(Carry out communication with clients )

(Use word processing and presentation
software )

(Use Internet and social media)
(Comply to Ethical Standards in the ICT Workplace)

(Execute a Project)
(Use Spreadsheets)

(Perform Accounting
using accounting software packages)

1

1 ’

, HTML , CSS , HTML
JavaScript jQuery , - CMS

(LEARNING OUTCOME)

, , (LEARNING OUTCOME)
(LEARNING OUTCOME)

(LEARNING OUTCOME)



(LEARNING OUTCOME)



(LEARNING OUTCOME)

(Carry Out 2
Workplace ©-
Interaction in .
English)
. -
(Carry out
communication 3. / /
with clients)
o,
(LEARNING OUTCOME)
S.
(Use .
word processing and o, /
presentation
software) 8. /
S
(Use
Internet and social 2.

media)




(Comply to
Ethical Standards in
the ICT Workplace)




(LEARNING
OUTCOME)
.
(Execute a Project) 3.
o,
(Use S.
Spreadsheets) 3.
o,
8.
.
Y,
S.
2. /
(Perform _ © / / /
Accounting using
accounting
software packages) 8.
€. -
Y,

(Carry Out Workplace
Interaction in English)

(Carry out communication with
clients)

(Use word
processing and presentation software)

(Use Internet and social
media)

. (Comply to Ethical Standards
in the ICT Workplace)

(Execute a Project)




2. (Use Spreadsheets)

o, (Perform
Accounting using accounting software packages)

(Self Paced Learning)

S. (Lecture)

2. (Presentation)

o. (Discussion)

8. (Demonstration)

. (Guided Practice)
v, (Individual Practice)
q. (Project Work)

b. (Problem Solving)
®. (Brainstorming)

v

v :

v




(Carry Out Workplace
Interaction in English)
GU005L2V1
(LEARNING
OUTCOME) S.
Q.
9.
8.
(LEARNING OUTCOME) - :
S.
2.
9.

L EARX®»ONLpYY




S
2.
9.
8.
- OSH
3. (Discussion)
. (Presentation)
o, (Demonstration)
8. (Guided Practice)
. (Individual Practice)
Y, (Project Work)
Q. (Problem Solving)
b. (Brainstorming)
S. (Written Test)
2. (Demonstration)
o, (Oral questioning)
(LEARNING OUTCOME) - :
S.
2. /
o, / /
8.
¢
S.
2.
9.
8.
e.
v, , ,
q,
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S. (Discussion)

. (Presentation)

o, (Demonstration)

8. (Guided Practice)

. (Individual Practice)

Y, (Project Work)

q. (Problem Solving)

b. (Brainstorming)

S. (Written Test)

. (Demonstration)

o, (Oral questioning)
(LEARNING OUTCOME) - :

S.

2.

9.

S.

Q.

9.

8.

e.

. :

q,

v.

5.

S

.

9,




S. (Discussion)
2. (Presentation)
o, (Demonstration)
8. (Guided Practice)
e. (Individual Practice)
L, (Project Work)
Q. (Problem Solving)
b (Brainstorming)
S. (Written Test)
2. (Demonstration)
©. (Oral questioning)
(LEARNING OUTCOME) - :
S.
Q.
0.
8.
S.
Q.
9.
8.
e.
v, ,
q.
b
5.
S.
Q.
9.
8.
S (Discussion)
2. (Presentation)
. (Demonstration)
8. (Guided Practice)
¢. (Individual Practice)
b, (Project Work)
q, (Problem Solving)
b. (Brainstorming)

o




(Written Test)
(Demonstration)
(Oral questioning)

b




(Carry out communication with clients)

GU013L3V1

(LEARNING
OUTCOME) d. -

(LEARNING OUTCOME) - :

ysLes®opry

v

[
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S, (Discussion)

Q. (Presentation)

. (Demonstration)

8. (Guided Practice)

. (Individual Practice)

b, (Project Work)

q. (Problem Solving)

b. (Brainstorming)

S. (Written Test)

2. (Demonstration)

. (Oral questioning)
(LEARNING OUTCOME) - : / /

S.

2.

9.

8.

S.

2.

9.

8.

.

L. ' 1

q.

b.

S.

S. (

( )

2. ( )

o, ( )

8.
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

orvITLErPOoLY

(Written Test)
(Demonstration)
(Oral questioning)

(LEARNING OUTCOME) - : (conduct)
S. /
2.
9.
8. -
S.
2.
9.
8.
e.
v, , , ,
q,
v.
5.
S /
2.
- Marketplace messenger
- Zoom
- Google meet
- Microsoft team
- Go meeting
- Boithok
- Webex
- Skype
- WhatsApp
- Email
- Phone
9.

58




(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

6pyv|seermopy B

(Written Test)
(Demonstration)
(Oral questioning)

Mg




(Use word processing
and presentation software)

SUICTO001L4V1

(LEARNING
OUTCOME)

®6py

(LEARNING OUTCOME) - :

® 6
~ ~
~

TLER

U]




Icons
Taskbar
View
Resolution

Create
Open
Copy
Rename
Delete
Sort

/

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)
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° (Oral questioning)

(LEARNING OUTCOME) - :

>
N /
©
8
g
o
o
o
o
[ J
. ) ) 1
[ J
[ J
[ J
[ J
° /
[ J
[ J
[ J
° (Discussion)
° (Presentation)
° (Demonstration)
° (Guided Practice)
° (Individual Practice)
° (Project Work)
° (Problem Solving)
° (Brainstorming)
° (Written Test)
(Demonstration)
° (Oral questioning)
(LEARNING OUTCOME) - : /

b




9. ,
8.
e.
v,
[ ]
[ ]
([ ]
([ ]
[ ]
L ' )
([ ]
([ ]
([ ]
([ ]
([ ]
([ ]
([
[ ]
([
° (Discussion)
° (Presentation)
° (Demonstration)
° (Guided Practice)
° (Individual Practice)
° (Project Work)
° (Problem Solving)
° (Brainstorming)

(Written Test)
(Demonstration)
(Oral questioning)

bY-




(LEARNING OUTCOME) - : /

¢ R ®6 LY

OO WN

MS PowerPoint
Google Slides
Prezi

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)

(Written Test)
(Demonstration)
(Oral questioning)

0




(Use Office Application
Software)

SU-ICT-04-L3-V1

(LEARNING
OUTCOME)

R ®o6e pyYy

(LEARNING OUTCOME) - :

o.

Q.

®© 6

/ GUI

yesLenroepyv B

)




° [ GUI
[ J
S (Discussion)
2. (Presentation)
©. (Demonstration)
8. (Guided Practice)
e. (Individual Practice)
b, (Project Work)
Q. (Problem Solving)
b. (Brainstorming)
S (Written Test)
2. (Demonstration)
o, (Oral questioning)
(LEARNING OUTCOME) - :
S.
2. /
9.
8.
e.
v,
q,
.
o.
2.
©.
8.
Q' ) ) )
v,
Q.
b.
[ ]
° /

23




Google docs

TLEROGpY

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)
(Oral questioning)

(LEARNING OUTCOME) - :
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ITLPLEeHXOLY

IR
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S. (Discussion)
2. (Presentation)
o, (Demonstration)
8. (Guided Practice)
e. (Individual Practice)
L, (Project Work)
Q. (Problem Solving)
b (Brainstorming)
S. (Written Test)
Q. (Demonstration)
o, (Oral questioning)
(LEARNING OUTCOME) - :
S
Q.
0.
8.
e.
v,
q.
.
Q.
©.
8.
.
v, , ,
Q.
.
5.
S.
2.
9.
8.
e.
v,
q,

28




S. (Discussion)
2. (Presentation)
©. (Demonstration)
8. (Guided Practice)
. (Individual Practice)
v, (Project Work)
q, (Problem Solving)
b. (Brainstorming)
S. (Written Test)
2. (Demonstration)
o, (Oral questioning)
(LEARNING OUTCOME) - :
S.
Q.
0. ) ) ) )
8.
e.
S.
2.
©.
8.
G.
v, : ,
Q.
b.
5.
S
Q.
. v :
8.
e.
S. (Discussion)
2. (Presentation)
o, (Demonstration)
8. (Guided Practice)
e. (Individual Practice)
b, (Project Work)
q. (Problem Solving)
v. (Brainstorming)

R




S. (Written Test)

2. (Demonstration)

o. (Oral questioning)
(LEARNING OUTCOME) - :

S.

2.

9.

8.

e.

.

q.

b

5.

.

Q.

©.

8.

G.

v, : ,

Q.

b.

5.

S

2.

0. , ) ,

8.

e.

S. (Discussion)

2. (Presentation)

o, (Demonstration)

8. (Guided Practice)

e. (Individual Practice)

b, (Project Work)

q. (Problem Solving)

b (Brainstorming)

S. (Written Test)

2. (Demonstration)

o, (Oral questioning)

Y




(Use Internet and social media)

SUICT002L4V1

(LEARNING
OUTCOME)

&

(LEARNING OUTCOME) - :

S.
R.
o.
8.
e.
b,
Q.
S
Q.
9.
8.
e.
v, , :
q.
b. /
5.
S.
Q.
9.
8.
e.
- (Facebook)
- (Twitter)
- (LinkedIn)
- (Youtube)

R4




L &

(Google Plus)
WAYN
Flicker
Fotki
DeviantArt
DailyBooth

/

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

oLy ISLPERrPOoLY

(Written Test)
(Demonstration)
(Oral Questioning)

(LEARNING OUTCOME) - :

yILERR G LY

Uber Conference
FreeConferencecCall
Wiggio

Speek

Rondee

JoinMe

GoogleVoice

Skype

W




IMO

Facebook Messenger
Whatsapp

Viber

ooVoo

TokBox

WebEx Meeting Center (paid)
AT&T Connect (paid)

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

srv|Tesr®opy

(Written Test)
(Demonstration)
(Oral Questioning)

>




(LEARNING OUTCOME) - :

v

[

vigeLen®epy

- Upwork

- Fiverr

- Freelancer.com
- Projectdhire

- Paro

- SpareHire

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)
(Oral Questioning)

oLV TLER®opy

Vo




(Comply to Ethical Standards in the ICT Workplace)

SUICT004L3V1

(LEARNING
OUTCOME)

® 6 p Y

(LEARNING OUTCOME) - :

o]
~

0




(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

° (Written Test)
(Demonstration)
° (Oral questioning)

(LEARNING OUTCOME) - :

S
2.
0.
[ ]
[
[ ]
[ J
[ J
L i ) )
[ ]
[ J
[ J
[ ]
[
[ J
° (Discussion)
° (Presentation)
° (Demonstration)
° (Guided Practice)
° (Individual Practice)
° (Project Work)
° (Problem Solving)
° (Brainstorming)
° (Written Test)

RS




° (Demonstration)
° (Oral questioning)

(LEARNING OUTCOME) - :

S

R. )

9.

8.

¢. (Time),
[ J

[ J

[ J

[ J

[ J

L ) ) )

[ J

[}

[}

[ J

L] 1

[}

[}

° (Time),

° (Discussion)

° (Presentation)

° (Demonstration)

° (Guided Practice)
° (Individual Practice)
° (Project Work)

° (Problem Solving)

° (Brainstorming)

° (Written Test)

° (Demonstration)

° (Oral questioning)

(LEARNING OUTCOME) - :

(SV)
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)
(Oral questioning)

08




(Execute a Project)

OUAF001L4V1
o.
(LEARNING 3.
OUTCOME) o,

(LEARNING OUTCOME) - :

.
2.
©.
S
2.
0.
8.
e.
v, , :
q.
v. /
5.
[ J
[ J
[ J
S. (Discussion)
2. (Presentation)
o, (Demonstration)
8. (Guided Practice)
e. (Individual Practice)
b, (Project Work)
q. (Problem Solving)
b (Brainstorming)
S. (Written Test)
2. (Demonstration)
o, (Oral Questioning)

e




(LEARNING OUTCOME) - :

® 6 v v

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)
(Oral Questioning)

GLY|ITLERPOGLY ogrv | yrgoehm®d®ermvy

(LEARNING OUTCOME) - :

o rY

¥I&Lerh®»opy

o rY
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(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

oprvIsLPerroLY

(Written Test)
(Demonstration)
(Oral Questioning)

0q




(Use Spreadsheets)
OUAF002L4V1.:

S.

(LEARNING 3.
OUTCOME) 9.
8.

G.

Y,

(LEARNING OUTCOME) - :

YILPE R PG LY

- Font

- Alignment

- Advanced formatting

- Conditional formatting
- Styles

- Border

- Header and footer

- Page Setup/Margin

Ob




- Format painter
- Cut Copy Paste

- Sorting (Ascending, Descending) and Filtering
o,

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)
(Demonstration)
(Oral Questioning)

srvITPERXPOLY

(LEARNING OUTCOME) - :

¥ g L E AR 06 LYV o v

v

- Logical Functions are learned

- Text Functions

- Financial Functions

- Math Functions

- Information Function for error checking
- Lookup Functions

- Date and Time Functions

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

TL2ER®G LY

(Written Test)
(Demonstration)
o, (Oral Questioning)

pv

(LEARNING OUTCOME) - :

(ST




S.
Q.
9.
8.
e.
S.
Q.
9.
8.
e.
v, , , ,
q,
v.
5.
S
Q.
- Piechart
- Bar Chart
- Line Chart
- AreaChart
- XYChart
9.
8.
e.
S. (Discussion)
2. (Presentation)
o, (Demonstration)
8. (Guided Practice)
e. (Individual Practice)
v, (Project Work)
q, (Problem Solving)
b (Brainstorming)
S. (Written Test)
2. (Demonstration)
o, (Oral Questioning)
(LEARNING OUTCOME) - :
S
Q.
. Pivot-
8.

80




Y2 E R PG LY

S

2.

o, Pivot-

8.

S. (Discussion)

2. (Presentation)

o, (Demonstration)

8. (Guided Practice)
e. (Individual Practice)
. (Project Work)

q, (Problem Solving)
b (Brainstorming)

S. (Written Test)

2. (Demonstration)

o, (Oral Questioning)

(LEARNING OUTCOME) - :

S.
N
S
2.
9.
8.
e.
v, , :
q.
v.
5.
1.
Data Validation
Remove Duplicate Data
Data Sorting and Filtering
Text to column
Advanced Filtering
Data Consolidation
Hyperlink

85




(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

A R N N

(Written Test)
(Demonstration)
(Oral Questioning)

(LEARNING OUTCOME) - :

d

2
©

YILER PO LY

©

6

Accounting System
Inventory System
Payroll System

TLE R PG LY

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

v

[

(Written Test)
(Demonstration)
(Oral Questioning)

8




(Perform
accounting using accounting software packages)
OUAFO003L4V1:

/ / , .
S.
(LEARNING 3.
OUTCOME) o, / / /
8.
€. -
b,
(LEARNING OUTCOME) - :
S.
Q.
. /
8.
. /
v,
q. /
S.
2.
9.,
8.
¢.
Y. , s ,
Q.
b.
5.
S.
- Tally
- QuickBooks Online
- Xero
-  Redbook
2.
9,

89




Company Name

Address

Financial Year Beginning
Books Beginning Date
Opening/Conversion Balance
Currency

/

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

Grv|lsprenrRr®epy |¥ITLERX

(Written Test)
(Demonstration)
(Oral Questioning)

(LEARNING OUTCOME) - :

® 6 p Y

viveLrenr oo py

Bank Feed

Receipt Entry
Payment Entry

Cash and Bank Entry
Journal Voucher
Sales

Sales Return
Purchase

Purchase Return

88




- Physical Inventory

3.

9.

8.

e.

S (Discussion)

2. (Presentation)

o, (Demonstration)

8. (Guided Practice)
¢. (Individual Practice)
b, (Project Work)

q, (Problem Solving)
. (Brainstorming)

S. (Written Test)

2. (Demonstration)

. (Oral Questioning)

(LEARNING OUTCOME) - : / / /

> / / /

© / / /

S

2.

9.

8.

e.

v, , :

q.

b.

5.

S. / / /

2.

. / / /
S. (Discussion)

2. (Presentation)
o, (Demonstration)
8. (Guided Practice)
e. (Individual Practice)
R (Project Work)
q, (Problem Solving)
b (Brainstorming)

8¢




S. (Written Test)
2. (Demonstration)
. (Oral Questioning)

(LEARNING OUTCOME) - :

o.
Q.
o,
S.
2.
9.
8.
e.
v, , , ,
q,
v.
5.
S.
2.
- Banks
- Credit Cards
- Holding accounts
- Accounts/Bills Receivable
- Account/Bills Payable
- Inventory
- Other asset accounts
- Other liability accounts
o,
8.
S. (Discussion)
2. (Presentation)
o, (Demonstration)
8. (Guided Practice)
e. (Individual Practice)
b, (Project Work)
q. (Problem Solving)
v. (Brainstorming)
S. (Written Test)
2. (Demonstration)
o, (Oral Questioning)

8Y




(LEARNING OUTCOME) - . -

L E ARG LY

¥ Qg L E A 0 v

T L E AR DG N

Value Added Tax (VAT)
Income tax

Corporate tax

GST

TL2ER®G LY

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

(Written Test)

84




2.
9,

(Demonstration)
(Oral Questioning)

(LEARNING OUTCOME) - :

v

yILeroopy

v

© 6 p

Individual ledger statement
Group statement

Receivable

Payable

Payroll summary

Cash book

Bank book

Trial balance

Profit and loss A/c. balance sheet
Changes in equity

Cash flow statement

Fixed asset register

Stock summary

Stock summary for particular warehouse
Stock valuation

Stock to client

Movement analysis

(Discussion)
(Presentation)
(Demonstration)
(Guided Practice)
(Individual Practice)
(Project Work)
(Problem Solving)
(Brainstorming)

R L

(Written Test)
(Demonstration)
(Oral Questioning)

8




(LEARNING OUTCOME)

1 1 )

(Assessor)

(Assess)

(Statement of Achievement)

(Unit of Competency)

(Evidence)

(LEARNING OUTCOME)
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OUTCOME)/

il

(LEARNING OUTCOME)
(LEARNING OUTCOME)

(LEARNING OUTCOME)

(LEARNING

(LEARNING

¢o



OUTCOME) (Action Verb)

OUTCOME)
OUTCOME)

(Resource)

@

(LEARNING
(LEARNING
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