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SECTION C - VCE VET INFORMATION TECHNOLOGY (SOFTWARE APPLICATIONS)

Question 1

In general, macros could better equip staff at Seaside City Council by making their work more efficient and the information produced more effective:

· The production of reports and documents should be more streamlined making the process faster.

· The information produced would be more reliably accurate due to the elimination of repetitive tasks.

· Documentation standards would be of a higher quality due to the automation of many information processing tasks with macros.

Question 2

Joe Spiteri could be assisted in the following ways:

· The process of moving between full screen and split screen could be automated by using a macro instead of using pull down menus.

· The part of the spreadsheet headed Expenditure could be range named, and then access to this part of the sheet automated with a macro that goes to this range name.

Question 3

Modifications to Damien Francis’ report template could include:

· Create a macro that will print just the two pages of the report that are necessary at the end of each fortnight.

· If necessary, modify the macro code so that it is interactive and will allow Damien to specify which pages to print.

· Add a button or menu item to access the macro in a user friendly way.

Question 4

Steps to develop a template for a standard company letter:

· Consult the company standards and find out what needs to be included.

· Create a new document that includes the required features.

· Check spelling / grammar / content.

· Check that the document has the correct page layout and prints as it should.

· Save the file as a template using File, Save As in the templates folder.

· Document the template in case future changes need to be made.

Question 5

a. Nominate a shared folder called Templates and make it known where the documentation for macros and templates is stored. 

b. All staff should know where they are located so that they are accessible to all that need them and so that they can be a guide to any new macros and templates that may be needed in future or in case they need to be updated. The documentation should be included in the Company Standards.

Question 6

To keep track of the changes made to any macros or templates developed, Scarlett should use a data log file or macro register that lists all templates and macros and their corresponding details.

Question 7

Scarlett could ensure that the changes made are fully utilised by staff by:

· Distributing user friendly documentation of updates by email or staff newsletter.

· Implement appropriate user training for any new developments made.

Question 8

Three training requirements could be:

· Use and development of templates

· Use and development of macros.

· File management and how to access macros and templates from the system.

SECTION C - VCE VET INFORMATION TECHNOLOGY (GENERAL)

Question 1

Three ways to ensure that the company’s system security is maintained could include:

· Issuing user accounts with login name and password, with a policy of changing the passwords frequently.

· Implement file system access control depending on an employee’s function in the company. For example, controlling access to the company’s database using file permissions (read, write, execute, etc).

· Implement tighter physical security for the server room and PCs with locks or electronic keys to restrict access.

· Put in a firewall between the LAN and the WAN to restrict outside access to the network.

Question 2

Two business issues:

· Risk assessment – what are the risks and how long can normal operations of the business be sustained before loss of data or the system would affect the business?

· Budget constraints – how much can be allowed to implement the disaster recovery plan? Do they purchase backup equipment or do they take out a policy with a disaster recovery company?

Question 3

The use of software on the network needs to be monitored due to:

· Software licensing agreements – to ensure that these agreements are being met.

· To check for illegal software.

· To check that the software is performing properly.

· To check for viruses.

· To check on the use of system resources to see if it is adequate for the company’s needs.

Question 4

Other formatting and presentation issues:

· Use of styles – font size and type, use of features like bold, italics, underline, etc. Layout features such as margins, indents and tabs, headers, footers, page numbering, etc.

· Standard wording and expression.

· Use of graphics and WordArt.

· Use of appropriate colours.

· Inclusion of an updateable date field and its format.

· Company contact details (and mission statement etc?).

Question 5

a. Four ways that a macro could be used in the company effectively for day-to-day procedures:

· To eliminate repetitive tasks and produce timely documents. Examples – automate producing reports, invoices and delivery dockets.

· To create / edit / store documents quickly and easily. Examples – automate opening, closing, printing, saving standard forms.

· To automate or streamline complex tasks. Examples – consolidating reports and mail merge operations.

· Ensure standardised procedures. Examples – printing payroll, delivery dockets and preparing reports.

Question 6

A possible virus removal procedure:

· Alert employees of the virus threat.

· Consult the virus software web site for any recent alerts.

· Run a virus scanner on the offending file.

· Ensure that the virus has been removed.

· Try to track down the source of the email.

· Document the virus removal and inform employees what to look for.

SECTION C - VCE VET INFORMATION TECHNOLOGY (NETWORK ADMINISTRATION)

Question 1

a. Network design impacts on:

Network sampling rates, PC response rates, network reliability, ease of use and failures due to a PC dropping out of the system.

b. Three factors that should be considered when designing a network for Busy Buses Touring Company:  (Any three of the following?)
· Cost of implementation.

· Operation and data processing speed required.

· Data management requirements.

· Location of proposed site.

· The existing system in place and the user training required to implement the system.

Question 2

a. Security issue - unauthorised access to the file system from the Internet. Unauthorised access to the company database. Use a firewall?

b. Four strategies to ensure the integrity of passwords:

· Issue user login accounts and passwords. Change passwords frequently.

· Educate users to choose appropriate passwords.

· Create user groups.

· Implement file system access control restricting access to only certain employees. Use of file permissions.

Question 3

Two diagnostics tests:

· Monitor the software accessed by users of the system. Use the System Checker.

· Check for unauthorised executable files on the system.

Question 4

a.
Power surge
5


Theft

4


Accidental damage
3


Fire

2


Flood

1

b.
Power surge:

· The most likely to happen

· Given a high severity rating in the table

· The total system would be out of action if not addressed quickly

· Could cause physical damage

· Would probably affect the most users.

Question 5

a. A help desk log keeps track of potential problem areas. If a problem keeps recurring or a particular piece of equipment frequently malfunctions, the log will show this.

b. Two changes:

· Add a Date/Time column to reflect regularly occurring problems and to pin point when problems tend to occur.

· Specific hardware / software / filename(s) causing the problem, so that you can test the equipment/software malfunction that has been reported.
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