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COMPUTING  

Competency 
Code 

Competency Name Text Book Title Approx 
Cost 

BSBCMN213A 
 
 

Produce Simple 
Wordprocessed Documents 

Produce Simple Word Processed Documents 
Word 2003 
by Software Publications 
ISBN 9781877344886      ** 

 
$33.00 

BSBCMN306A Produce Business Documents Design & Develop Text Documents  
Word 2003 by Software Publications 
ISBN 9781877364792      ** 

 
$33.00 

**  These 2 books are available combined in a single volume for $62.00 – item code BNT001 
BSBCMN214A Create & Use Simple 

Spreadsheets 
Be Competent in Spreadsheet Calculations 
Excel 2003 by The Tilde Group 
ISBN 9780734606358 

 
$26.00 

BSBADM305A Create & Use Databases Be Competent in Simple Databases  
Access 2003 by The Tilde Group 
ISBN 9780734606372 

 
$25.00 

BSBADM306A Create Electronic 
Presentations 

Be Competent in Presentations  
PowerPoint 2003 by The Tilde Group 
ISBN 9780734606396 

 
$25.00 

BSBEBUS302A 
 
 

Use Electronic Mail System Use & Maintain Electronic Mail System MS 
Outlook 2003 - Software Publications 
BNT027  

 
$14.00 

BSBCMN207A Prepare and Process 
Financial/Business Documents

Preparing Financial Documents using MYOB 
Accounting by Marian Brown 
(MBS Training Services) **  
ISBN: 9781921275142 

 
$38.00 

BSBADM309A Process Accounts Payable 
and Receivable 

Process Accounts Receivable and Accounts 
payable in a Service Industry using MYOB 
Accounting by Marian Brown 
(MBS Training Services) ** 
ISBN: 9781921275135 

 
$44.00 

BSBADM310A Maintain a General Ledger Maintaining a General Ledger in a Service 
Industry using MYOB Accounting by Marian 
Brown 
(MBS Training Services) ** 
ISBN: 9781921275128 

 
$41.00 

** Available as a bundle “Financial Documents to Financial Reports using MYOB” 
by Marian Brown MBS24(MBS Training Services) - $103.00 
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