CERTIFICATE III INFORMATION TECHNOLOGY (GENERAL)

YEAR 11 – REVISION QUESTIONS


ICAITTW002B
COMMUNICATE IN THE WORKPLACE

1. List some common communication techniques used in the workplace.

conversation
email
facsimile
letter
telephone

chat room
lecture
book
newsletter
magazine

2. Give some examples of nonverbal communication.

nod
wink
frown
blink
posture

smile 
crossed arms
hand movements

3. When is nonverbal communication important?

When talking face-to-face with someone. This helps understanding, particularly with technical language and/or language differences.

4. Give an example where nonverbal communication can’t be used.

email
telephone
formal letter
facsimile

5. Explain the term feedback.

This is return communication, which lets you know if your message has been understood.

6. Three things that make a good communicator are…

· Good listening skills.

· Patience.

· Ability to explain technical concepts clearly.

7. List some suggestions for good telephone technique in a workplace setting.

· Keep pen and paper by the telephone.

· State your name and company name when you answer.

· Let them talk – they need to tell you what they want.

· Be patient and be polite – no matter how they are.

· Listen carefully.

· Write down the message.

· Repeat the message back to them before finishing the call.

· Admit when you don’t know something and get back to them.

ICAITTU004B
APPLY OH & S PROCEDURES

1. OH & S stands for ….

Occupational Health and Safety

2. What is the website for OH & S legislation in Australia?

www.worksafe.gov.au

3. OH & S involves managing and preventing risks in the workplace.  Give examples of the following hazards:

HAZARD
EXAMPLE

PHYSICAL
Noise, lighting, poor furniture placement

ELECTRICAL
Frayed wiring or cables, untidy cables, too many adapters

CHEMICAL
Acids, caustic substances, that are in proximity of PCs

ENVIRONMENTAL
Pollution, temperature, lack of air conditioning, draughts.

BIOLOGICAL
Biowaste, Legionnaire’s disease, other diseases.

4. Explain the term Ergonomics.

The study of best practice in environmental/physical conditions for working with PCs. Involves furniture and equipment, lighting, and posture.

5. List four things you should do to ensure good ergonomics when working on a PC in the workplace.

· Correctly position/adjust chair, monitor, keyboard, etc.

· Ensure adequate lighting.

· Put feet flat on floor.

· Take frequent breaks.

ICAITS017B
MAINTAIN SYSTEM INTEGRITY

1. What is a Preventative Maintenance Plan?

Procedures put in place to systematically check the system and routinely perform maintenance tasks in order to prevent problems.

2. Why is it important to have Preventative Maintenance Plan in a workplace setting?

Keeps the system running smoothly, and minimises disruptions to the users. Catches some problems before they arise.

3. Draw up a table of some common causes of damage to a computer system and some strategies to avoid these damages.

CAUSE OF DAMAGE
STRATEGY TO AVOID IT

Dust or food
Use dust covers, restrict eating near PCs

Electromagnetic radiation
Repostion PC system or equipment.

Glare
Repostion PC system or install blinds.

Temperature too hot
Install cooling system.

Untidy/dangerous cables
Install conduit cover/tie up cables.

4. Make a list of the things you should regularly do to keep your PC maintained in optimum working order.

· Keep monitor, mouse, keyboard and printer clean.

· Harddrive – regularly defrag, run scan disk, virus checker; delete temp files; delete unwanted files, and keep files in a logical folder structure; archive files no longer in regular use; empty recycle bin often.

· Shut down correctly.

· Back up important files frequently.

5. Explain the term backing up.

The process of making a copy of important files in case of file damage or loss due to system failure.

6. Why is backing up so important when working with computers?

Files can easily be lost or damaged. If information cannot afford to be lost, backing up becomes essential.

7. What is a computer virus?

Code that causes a range of undesirable effects on computer hardware and software, without user authorisation.

8. Why is it important to use virus scanning software regularly, and why should you keep this software up to date?

A virus can infect a computer system at any time, so it is important that scanning software is used every time a system is booted, or a file is accessed. New viruses come about every day, and scanning software is only as good as the last virus, and so needs to be updated frequently.  We use VET, and the web site is checked for patches on a regular basis as part of the routine maintenance of the system.

9. There are three types of viruses.  Find out how they differ, and which is the most common.

SYSTEM SECTOR VIRUSES (or boot sector viruses) plant themselves in the computer’s system sectors. System sectors are special areas on the disk that contain programs that execute when the disk is booted. More files are infected when a disk is put into the floppy drive.

FILE VIRUSES – the most common type of virus, they locate a type of file they know how to infect (usually .com or .exe), and overwrite part of the program they are infecting. More files are infected when the infected .exe file is run.

MACRO VIRUSES – MS Office applications ( Word, Excel, Access,etc) have their own built-in macro language. When a macro is executed, the virus present can infect other files.

10. Other destructive software includes: LOGIC BOMBS, TROJANS and WORMS.  Describe each of these terms.

LOGIC BOMB – lies dormant until triggered by the date, number of executions, random number of executions, or when modified. These can make a disk unreadable. They are different to a virus, as they do not attempt to infect other files or computers.

TROJAN – named after the Trojan horse in Greek mythology. A trojan program is a delivery vehicle for some destructive code (such as a logic bomb or virus) into a computer. It appears to be useful, but when a certain event occurs, it will attack your PC in some way.

WORM – A self-reproducing program which does not infect other programs as a virus will, but instead creates copies of itself, which create even more copies. Usually seen on a network, where it clogs up the system.

11. Explain the difference between the following types of software:

· COMMERCIAL – User must pay up front, and it comes with a full set of user documentation/manuals.

· SHAREWARE – Demonstration copies freely shared, but the user is expected to pay for the full version. Usually less user documentation is included.

· FREEWARE – Freely shared between users. The user is often prompted for a contribution or donation to the creator of the program.

12. What is software piracy?

The illegal possession and/or distribution of commercial software.

13. A software licence register is used for …..

Recording software licence numbers and the number of authorised users, and the machine numbers to which the software has been allocated or installed.

ICAITS114A
MAINTAIN EQUIPMENT & SOFTWARE IN WORKING ORDER

1. List 7 things that you can do as part of a regular maintenance procedure.

· Clean Mouse.

· Clean keyboard.

· Clean internal computer components.

· Delete temporary files.

· Run scan disk to check the hard disk surface for anomalies and lost clusters.

· Run disk defragmenter to optimise file storage.

· Use Registry Clean to clean up the registry which can become corrupted over time.

2. Briefly describe how to clean:

· MOUSE – wipe outside over with a damp soft cloth, and remove built up lint from the inside with a cotton bud and a small amount of methylated spirits.

· KEYBOARD - Turn upside down and gently shake to dislodge foreign material. Wipe outside over with a damp soft cloth, and vacuum to remove dust etc. 

· MONITOR - Wipe outside over with a damp soft cloth, and vacuum the vents to remove dust etc

· PRINTER - Wipe outside over with a damp soft cloth, and vacuum to remove dust and any bits of paper left inside. 

· INTERNAL COMPONENTS – Turn off power and pull out plug. Remove case and gently blow out the dust with a can of compressed air or a special air blower.

3. Why should you regularly delete temp files from your hard drive?

To recover unused harddrive space and make the machine run more efficiently.

4. Explain what the following utilities are used for:

SCAN DISK – scans the surface of a drive for errors.

DISK DEFRAGMENTER – rearranges file fragments to optimise disk space.

REGISTRY CLEAN – the registry file holds information about what is loaded onto the computer and how it runs. The computer may not boot if the registry is corrupt. This utility cleans up the registry.

ICAITS024B
PROVIDE BASIC SYSTEM ADMINISTRATION

1. What is the System Administrator’s job?

The System Administrator’s responsibility is to ensure that a system operates smoothly and efficiently. They regularly monitor the system and fix problems as they arise, ensuring that users can access the software they require. Responsibilities include:

· Install new software.

· Install software (patches) to correct operating system as problems arise.

· Maintain backup system and user files.

· Create user accounts.

· Repair corrupted files and databases.

2. How are the responsibilities of a Network Administrator different to those of the System Administrator? 

The Network Administrator’s job is to look after the network that serves all the connected systems. Responsibilities include:

· Network address allocation.

· Network security.

· Setting up and upgrading the physical network.

· Optimising the network for maximum performance.

3. What dialog box is used to create user groups and set up new user accounts in Windows NT?

Programs, Administrative Tools, User Manager for Domains.

4. What features of a user’s account are controlled by the Network Administrator?  What features can be changed by the user?

Network/System Administrator looks after the security of a user’s account, user access to certain areas of the network, allocates user groups and file permissions.

The user can change their password, and create a folder structure for file storage. The user can often change their working environment (eg colour scheme) within the network.

5. Describe each of the following network topologies:

PEER TO PEER – direct links between PCs. Each machine can see the others.

RING – PCs linked to the ones either side of it in a circular arrangment. Signals from any PC can be sent around the network at any time.

TOKEN RING – usually linked in a ring. A signal is sent around the ring in one direction, one signal at a time.

BUS – PCs linked in a line, with a terminator at either end of the line.

STAR – all PCs linked to a central PC or hub.

6. What is the function of a network HUB?

The hub is a device which connects PCs together in a network and allows them to communicate.

7. A server is a computer that provides one or more services to its clients. List five services that can be provided by a server.

· A home directory for storing files.

· A shared directory for sharing files.

· Email services.

· An office web server to publish company documents.

· Databases to store company data.

· A gateway to the Internet.

8. Explain the term software audit.

The process of checking each machine in the organisation and listing which software packages are installed.

9. What is System Security, and what are some things that can be done to ensure the security of a network?

System security ensures that data is not damaged, modified or disclosed.

PHYSICAL SECURITY – locks, passwords, ID cards, biometric scanning, video cameras.

LOGICAL SECURITY – passwords, software security, logging into network, encryption of files.

10. Explain the following terms:

· LAN – local area network.

· WAN – wide area network.

· FIREWALL – a dedicated system used to regulate access via an external network connection such as the Internet. It monitors traffic between one or more networks.

· DATA ENCRYTPTION – a process where a message is transformed using a mathematical function and an encryption key or password.

11. What is the function of a user’s LOGIN SCRIPT.  How do you create one?

Stores information about user settings. Usually use a script editor to create a text file for the login script.

12. File access permission can be set to control the security of files.  Distinguish between r, w, and x.

r = read

w = write

x = execute

13. Who is responsible for setting file access permissions?

The Systems Administrator.

14. What are the three categories of users?

Owner(or User)

Group
Everyone(or Others)

ICAITS025B
RUN STANDARD DIAGNOSTIC TESTS

1. There are a number of diagnostics tools available.  Name three examples.

Dr Hardware
BCM Diagnostics

Nortons Utilities

PC Tools

Dr Watson

Defrag
Scan disk

2. Explain what are diagnostic tools are used for.

Testing hardware and software to see if they are running at optimum performance.

3. Why is it important that Preventative Maintenance is carried out according to organisation guidelines?

To prevent larger problems from developing and to ensure that the network goes “down” for as little time as possible.

4. Briefly explain the purpose of defragmenting the harddrive.

Defragmenting a disk reorganises fragmented files in order to optimise disk space.




Fragmented


Optimised

ICAITS021B
CONNECT INTERNAL HARDWARE COMPONENTS

1. Put the following steps in the order in which they would be carried out when installing internal PC components for a client:

1. Research cost and availability of component.

2. Install component.

3. Interview client as to their needs.

4. Determine the hardware and software required.

5. Check the diagnostics of the computer before installing new components.

6. Purchase new components.

7. Seek client’s approval to proceed with purchase.

8. Check that the installation is successful.

9. Create user documentation.

10. Obtain feedback from client.

11. Deliver PC with installed components.

Correct order is 3, 4, 1, 7, 6, 5, 2, 8, 9, 11, 10

· Interview client as to their needs.

· Determine the hardware and software required.

· Research cost and availability of component.

· Seek client’s approval to proceed with purchase.

· Purchase new components.

· Check the diagnostics of the computer before installing new components.

· Install component.

· Check that the installation is successful.

· Create user documentation.

· Deliver PC with installed components.

· Obtain feedback from client.

2. Explain the following terms:

ROM – Read Only Memory.

RAM – Random Access Memory.

PROM – Programmable Read Only Memory.

EPROM – Erasible Programmable Read Only Memory.

SIMM – Single Inline Memory Module.

DIMM – Double Inline Memory Module.

MODEM – Modulate Demodulate (changes a digital signal at the sending end to analog so that it can be carried along telephone lines, then the signal is changed back to digital at the receiving end).

BIOS – Basic Input Output System.

SRAM – Serial Random Access Memory.

CMOS – Complimentary Metal Oxide Semi-Conductor.

3. List in order the general steps that you would take to install a new RAM module onto the motherboard of a PC.

· Turn off the power and pull out the plug.

· Put on cotton gloves.

· Remove screws and lift off case.

· Use a wrist strap, or hold onto the side of the case, to earth yourself and avoid build-up of electrostatic charge.

· Put RAM into correct slot on motherboard.

· Test that the system boots and recognises the new RAM.

· Replace the cover and screws.

4. What settings can be changed in the BIOS?

No settings. The BIOS is a ROM chip. Some BIOS ROM chips can be updated, but this is not the usual case. The BIOS does power on self diagnosis. It checks to see that certain things are connected: RAM, harddrive, keyboard. The BIOS executes the basic input / output programs.
ICAITS029B
INSTALL NETWORK HARDWARE TO A NETWORK

1. Why is it important to check the compatibility of hardware with the system before installing it to a network?

It is a waste of time and money if the hardware does not match the system. You cannot install components that are incompatible with the system.

2. Besides cost, what other considerations are there when recommending hardware to be installed to a network?

User training? Is it appropriate to the tasks required of it? Will people use it once it is installed? Will it be easy to implement (install)?

3. Once a printer is installed to a network, what setting must be adjusted to allow more than one person to access the printer?

You must turn on the sharing feature so that multiple users can use the printer.

4. If user support is needed once new hardware is installed, suggest some ways that this could be done.

· User manual / documentation.

· Help desk – telephone support.

· Intranet help.

· Internet web site or User Group support.

· Training for Users.

5. Explain the importance of evaluation and feedback after any new installation to a network.

Evaluation and feedback allows you to see if the installation is doing what it is supposed to do.

ICAITU028B
CUSTOMISE PACKAGED SOFTWARE APPS FOR CLIENTS

1. Find out about and/or how to use each of the following WORDPROCESSING features:

The practical aspects of the following need to be practised:

· AUTOCORRECT TOOLS MENU

· AUTOTEXT  TOOLS MENU

· AUTOFORMAT  EDIT MENU

· TEMPLATES & WIZARDS  FILE, NEW MENU

· MACROS TOOLS, MACRO, RECORD NEW MACRO MENU

· MAIL MERGE  TOOLS MENU

· STYLES FORMAT, STYLE MENU

· FORMULAS IN TABLES TABLE, FORMULA MENU

2. Find out about and/or how to use each of the following SPREADSHEET features. 

The practical aspects of the following need to be practised:

· AUTOFILL – USE FILL HANDLE

· FORMATTING – percent, decimal places, currency, text, lines and shading from FORMAT MENU..

· FORMULAS – using SUM, MAX, MIN, COUNT and AVERAGE functions.

· MACROS – TOOLS MENU

· CHARTS – INSERT MENU

3. Find out about and/or how to use each of the following DATABASE features:

The practical aspects of the following need to be practised:

· FIELD

· RECORD

· PRIMARY KEY 

· TABLE

· QUERY

· FORM

· REPORT

· RELATIONSHIPS

4. Why is user documentation and evaluation so important, when customising software for clients?

User documentation provides user support and helps the installation of new components / software be successful.

ICAITS117A
MAINTAIN CUSTOM SOFTWARE

1. Make a list of the main controls available in the standard toolbox in Visual Basic.

Text box, label box, picture box, line, button, slider, radio button, checkbox.

2. In Visual Basic, the Properties Window is used to change the properties of objects, once they have been created on a form. List the properties commonly changed for each of the following objects:

· TEXT BOX – name, text, background colour, style.

· LABEL BOX – name, caption, colours, style.

· COMMAND BUTTON – name, caption.

· SLIDER – name, maximum, minimum.

· RADIO BUTTON – name, true / false.

· CHECK BOX – name, true / false.

· PICTURE BOX – name, image file

3. Visual Basic is often described as object orientated and event driven.  What does this mean?

OBJECT ORIENTATED means that the screen is designed by placing objects on a form, then changing their properties.

EVENT DRIVEN – code is executed when certain events occur, eg when a button is clicked.

4. What is a variable?  How are variables used in programming languages like Visual Basic?

A variable is a quantity that changes over time. In a programming language, like VB, memory space is set aside to store variables or quantities that change.

5. Go over the review questions available on V drive.

6. Study the code in the VB programs you have created.  Go through line by line and make sure that you understand what the code means.

7. Create a VB program that asks the user their name, their favourite colour, and their favourite food.  The program should then print a sentence that summarises their choices.


Sub cmdGo_Click

  TxtAnswer.text = txtName.Text & “ your choices are “ & txtColour.Text & “ and “ & txtFood.Text & “.”

End sub

Sub cmdExit_Click


End

End Sub

ICPMM65dA
CREATE WEB PAGES WITH MULTIMEDIA

1. Define the following terms:

· STORYBOARD – layout or plan of a sequence of slides for a multimedia presentation.

· NAVIGATION CHART – a map of the slides or pages for a web site, showing the links.

· WHITE SPACE – the empty space left around objects on a page in desk top publishing.

· HYPERLINK – a word or picture which when clicked takes you to another location or page.

· DOMAIN NAME – an ip address for a web site that is purchased through a Provider. It is registered like a company name.

· LOGO – graphical symbol identified with a company.

· BITMAP versus JPEG – image formats. Bitmaps are large files and used for photos when high quality is required. JPEG have smaller file sizes and is the preferred format for web page pictures.

· LAYERS versus TABLE layout – Layers refers to building the elements of a web page in boxes called layers, as they can easily be moved around the page. When the page has been constructed, the layers are converted to a Table layout as this can be made to centre in a web browser, and ensures that the page elements will load as designed.

· IMAGE MAP – an image that has hyperlinked “hot spots” that take the user to another location when clicked.

· HTML / DHTML – hypertext markup language / dynamic hypertext markup language.

· HTML TAGS – <HTML> </HTML>   <BODY> </BODY>  

<P> </P>  <Br>  <B> </B>   <IMG SCR = “sunset.jpg”> 

· ANCHOR – a named marker on a web page, which can be hyperlinked to from another place on the page.

2. Create an HTML page in Notepad or Wordpad that includes the use of the following features:

· Title

· At least two font sizes

· Background colour

· Font colour

· Anchor to top of page

· Images

· Alignment – left, right, centre

· Hyperlink

3. Create a similar web page using Dreamweaver.

4. Make a list of the major steps involved in planning and setting up a new web site for a client.

· Develop the concept.

· Create a storyboard.

· Obtain client’s approval.

· Create a Prototype or demonstration version of the proposed web site.

· Obtain client’s approval again.

· Build the full version of the web site.

· Test the site thoroughly.

· Deliver the web site to the client.

· Evaluate web site / obtain feedback from the client.

SURVEY





GO





NAME:





COLOUR:





FOOD:





























cmdGo





lblTitle





txtName





txtColour





txtFood





txtAnswer





labels





EXIT





cmdExit








L.Dobb, Sem II 2001
Kingswood College
Page 1

