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Unit 1

	LEARNING OUTCOMES: 
	PERFORMANCE CRITERIA:

	1) Determine documentation standards and requirements
	(a) Standards for documentation from overall project documentation standards and industry standards

	
	(b) Documentation types and design templates are identified and agreed with higher authorities

	
	

	
	(c) Authors are informed of the standards and any technical resources/materials/manuals to support documentation

	2) Produce technical software    documentation
	(a) Technical documentation is recorded in line with project documentation standards

	
	(b) All supporting technical information such as the architecture and detailed project plan are clearly and accurately referenced

	
	(c) Modification and maintenance requirements are clearly documented to documentation standards 

	
	(d) Documentation is understandable to programmers as a stand alone document

	3) Create client user documentation
	(a) Developed software’s operational procedures are clearly and coherently documented in non technical jargon

	
	(b) Documentation is aligned with client requirements to support ease of use

	
	(c) Documentation is written in clear, coherent and concise plain English and logically sequenced and cross referenced

	4) Obtain endorsement/sign-off
	(a) Developed documentation is reviewed by target audience

	
	(b) Changes are made according to target audience feedback

	
	(c) Documentation is submitted for higher authority sign off


Unit 2

	1) Manipulate data
	(a) Advanced features of application are employed in the preparation and presentation of data

	
	(b) Data is efficiently transferred between applications

	
	

	
	(c) Objects, macros and templates are created and employed for routine activities

	
	(d) Shortcuts and features are regularly employed for increased productivity

	
	(e) Related data files are linked as required

	2) Access and use support resources
	(a) Routine problems are solved with the use of support resources

	
	(b) On-line help is accessed and used to overcome difficulties with applications

	
	(c) Manuals and training booklets are used to solve advanced problems

	
	(d) Problems are analysed and eliminated according to results

	
	(e) Technical support is accessed and trouble shooting results and alert messages are supplied to technical support

	3) Configure the computing environment
	(a) Performance of PC is enhanced

	
	(b) Environment is configured according to user/organisational requirements

	
	(c) PC environment is customized and optimised


Unit 3

	1) Apply existing knowledge and techniques to new technology


	(a) Existing knowledge and techniques are applied to explore new technology

	
	(b) New technology acquired by the organisation is used with minimum disruption

	
	

	
	(c) Functions and features of new technology available to the organisation are readily employed to meet organisational requirements

	2) Apply advanced functions of the technology to solve organisational problem
	(a) Specialised features of technology, software and hardware are utilized to solve organisational problems

	
	(b) Advanced features and functions are used in a manner that exploits the full capacity of the new technology

	
	(c) Sources of information are accessed to determine the full range of benefits of new technology

	3) Apply new functions of upgraded technology
	(a) Specialised features of upgraded technology are used to solve organisational problem

	
	(b) Upgraded technology is used for enhanced productivity and efficiency


Unit 4

	1) Analyse client support issues


	(a) Logged requests are answered in accordance with organisation guidelines

	
	(b) Client support issues are investigated and documented in accordance with organisation guidelines

	
	

	
	(c) Previous logs are checked for similar problems by same or other client

	2) Provide advice on software
	(a) Client requirements are confirmed

	
	(b) Advice is determined and provided or client is referred for further technical assistance

	
	(c) Advice is provided to client to overcome software problem in line with organisation guidelines

	
	(d) Manuals and help documentation are provided to client

	
	(e) Group or one to one instruction is provided, as required

	
	(f) Upgrade requirements or new software requirements are documented and recommendations are referred to supervisor/management

	3) Provide advice on hardware
	(a) Client requirements are obtained from documentation

	
	(b) Advice is provided to client to overcome hardware problem in line with organisation guidelines

	
	(c) Manuals and help documentation are provided to client

	
	(d) Group or one to one instruction is provided, as required

	
	(e) Further requirements are documented, such as new equipment requirements, and refer recommendations to supervisor/management

	4) Provide advice on network
	(a) Client requirements are obtained from documentation

	
	(b) Advice and support is provided to client to overcome network problem in line with organisation guidelines

	
	(c) Manuals and help documentation are provided to client 

	
	(d) Group or one to one instruction is provided, as required

	
	(e) Further requirements are documented and recommendations are referred to supervisor/management

	5) Obtain client feedback
	(a) Client evaluation and feedback are obtained to ensure client requirements are met

	
	(b) Function is performed by client unassisted according to instruction


Unit 5

	1) Determine operating systems requirements


	(a) Operating system requirements are determined and documented

	
	(b) Requirements of client are evaluated in line with organisation guidelines, licensing arrangements and budget

	
	

	2) Obtain operating system
	(a) Vendors are contacted and technical specifications are obtained

	
	(b) Recommendations are documented and provided to appropriate personnel

	
	(c) Licensing, hardware and security requirements are determined and followed

	3) Install and optimise operating system
	(a) Operating system is installed, configured and tested in accordance with installation procedures and organisational requirements

	
	(b) System to meet organisational requirements is optimised

	
	(c) System is documented according to organisational requirements

	
	(d) Installation is conducted with minimal disruption to clients

	4) Provide instruction to meet new software requirements
	(a) One to one instruction to the client is provided as required

	
	(b) Client evaluation and feedback are obtained to ensure requirements of client are met


Unit 6

	1) Determine macro or template requirement

	(a) Client requirements are determined in line with organisational guidelines

	
	(b) Macro/template specifications are developed and client’s needs are confirmed

	
	

	2) Develop macro or template for client
	(a) Macro/template specifications are developed using standard package in line with organisation guidelines

	
	(b) Client feedback is obtained

	
	(c) Amendments are made as required for client

	3) Provide client support for the macro or template
	(a) Support/instruction requirements are determined and documented

	
	(b) Client is instructed in use of macro/template

	
	(c) Client documentation to help desk is provided for future support


Unit 7

	1) Provide client access and security


	(a) Log-ons, passwords and applications file access are provided, and documented in line with organizational security requirements

	
	(b) Records of client accounts are evaluated

	
	(c) System integrity and security are maintained

	
	(d) Virus protection is used in line with organisation recommendations 

	2) Input into and disseminate disaster recovery plan
	(a) Input is provided into disaster recovery plan

	
	(b) Disaster recovery plan is provided to clients as required

	3) Monitor network performance
	(a) Diagnostic tests are performed

	
	(b) Diagnostic information is analysed and acted on

	
	(c) Software usage is monitored

	
	(d) Illegal software is deleted from the network

	
	(e) Hardware response time is monitored

	
	(f) Methods for improving efficiency are determined and acted on according to organisation guidelines


Unit 8

	1) Determine client problem


	(a) Logged calls from help desk are received

	
	(b) Client problem is determined, further information from client is gained and documented as required by organisation guidelines

	2) Determine whether maintenance is covered by policy
	(a) Maintenance and technical support agreements are determined

	
	(b) Organisational policy regarding maintenance is followed.

	3) Carry out maintenance
	(a) Diagnostic tests are conducted as required

	
	(b) Maintenance is completed in line with organisation guidelines

	
	(c) New components are obtained

	
	(d) Components are stored or disposed of in accordance with organisation guidelines

	4) Prepare maintenance report
	(a) Maintenance report is prepared in line with organisation guidelines

	
	(b) Maintenance requirements to appropriate area are escalated as required


Use Advanced Features of Computer Applications

Bronty Saurus Pty Ltd

Bronty Saurus Pty Ltd is a white goods store based in the Outer Eastern suburbs of Melbourne. It handles the usual range of goods found in such as store, such as washing machines, refrigerators, dryers, dishwashers, freezers and microwave ovens. The store has a staff of three – Terry, Tyranno, and Dodo. They are paid a base wage plus 7.5% commission on all of their individual sales.

Bronty Saurus has just acquired a new PC for its head offices, and has also purchased Microsoft Office 2000, but also owns copies of Windows 95, Word Perfect 5.1, Lotus 1-2-3, Turbo Pascal and Visual Basic. The company intends to use the new computer system for three main purposes:

· Inventory control

· To calculate sales commissions

· To provide management with sales information

Bronty Saurus has asked you to investigate and develop for them the prototype of a system (this means that the system does not have to be fully operational with all of the enhancements, but should basically work) so that they can trial the use of the system for about six months. At the end of this time, they will be able to advise you on changes they would like to make in the program before you complete the final version of the program.

Preparing the Raw Data

Up until now, the data has been stored in a word table. This has proved to be unwieldy, hard to manipulate, and all but impossible to draw conclusions and sales data from. Your first task is to convert the data that is currently in Word format, into a spreadsheet file. At the bottom of the original word document, place a hyperlink to the Excel file. 

Make sure you tidy the spreadsheet file up so that all data is showing in all of the columns, it is formatted correctly (dollar signs, dates, etc.), and the data can be viewed across one line. Make sure the raw data has been pasted to Sheet two. Rename the tab ‘Total Sales Data’ by double-clicking on the tab, and typing.

Selecting Required Data

At the end of the week, the store wants to be able to prepare reports listing all appliances, indicating those that have been sold, and those that have not. If we alter data in the first worksheet, it would be nice if all worksheets were updated with the changes, rather than reflecting old data. We will therefore link the data from one worksheet to the next, rather than just copy and paste it. 

1.
What happens when the cell in the original worksheet is blank?

Completing the Requirements

2.
We now want to show all of the goods that have been sold. 

4.
What is the total amount of goods sold so far?

5.
You have been informed that Terry has just sold the Westinghouse fridge (model number K-238783) for $1,325 on the 1st April. Go back to the ‘Total Sales Data’ worksheet and fill this information in. Does this information now appear on the ‘Goods Sold’ worksheet?

6.
In order to display updated information, we need to refresh the worksheet. Re-select the filter button on the ‘Sold By’ column, click on ‘Custom’, re-enter the criteria (if you need to), and then click on ‘OK’ again.


What happens now?

7.
What is the total of the goods sold now?

8.
It would be easier for us to be able to click on a ‘Refresh’ button, instead of having to go through the filter option each time. To do this, we need to add a button to the sheet. 

What is the purpose of a macro?

9.
Go back to the ‘Total Sales Data’ spreadsheet. Terry has just sold the first of the Miele fridges for $1,750, on the 3rd of April. Enter this data in to the worksheet, and save it. Move to the ‘Goods Sold’ worksheet, and click on the ‘Refresh’ button. Describe what happens?

11.
What is the total amount of goods sold?

Management would like another worksheet set up to list the goods that have not been sold. They can then use it to determine which goods can be sold quickly, and which goods are difficult to sell, and these ranges can then be discontinued.

13. 
Management would now like to see a series of three worksheets that will allow them to see what products each salesperson sells, and how much in total sales can be attributed to Terry, Tyranno and Dodo. Name each worksheet: ‘Goods Sold – Terry’, ‘Goods Sold – Tyranno’, and ‘Goods Sold – Dodo’. Again, the Manager would like these worksheets to be dynamic, so that they can be constantly updated and refreshed as each person make a sale. This will allow the manager to award a monthly sales award to the salesperson that has sold the most amounts of goods.

14. Finally, the manager would like to be able to graphically see the information in a pie graph. Don’t forget – it will need to be set up in such a way so that it updates the totals, to keep the information dynamic.

You now need to produce technical software documentation so that the technicians at the organisation know what requirements are needed in order for the software to run on the computers that are available.

As well as this, a user manual is required so that the user knows the applications that are available in the programme, and they can seek assistance if they are unable to determine how to complete a certain task.

Before you begin the documentation, list down what requirements need to be included in the technical documentation, and what will be included in the user manual.

When you load the software programme onto the computer, what sorts of things can you do to enhance the way that the software will run? What sorts of diagnostic tools can you use?

The company are concerned that there may not be adequate hardware to back up the new data files. They seek your advice on this. What new technology could they use to improve their backup regime? Install the suggested hardware.

This activity roughly covers:
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