VET CERTIFICATE III IN INFORMATION TECHNOLOGY (General)

Units 3-4

Exam Revision

Create user and technical documentation

1. How does a template assist in the documentation process?

2. What are the two main media used for documentation?

3. Why is user documentation required, given that the GUI provides an intuitive means of using software?

4. What is a methodology?

5. Describe the different types of users.

6. Identify three components of the information required to determine user documentation.

7. Explain the purpose of the data dictionary.

8. Why should a version number be included in the documentation?

9. What is meant by ‘consistent language’?

10. Name the three purposes of user documentation?

Use advanced features of computer applications

1. Name two ways of importing information from other applications into MS Word.

2. What is the name of the standard Word Template file?

3. When saving an amended template, where (in which directory) will it be stored?

4. How do you delete a macro?

5. What is the keyboard shortcut to:

a) Select an entire document?

b) Underline a selected amount of text?

c) Double space a selected amount of text?

6. Write the general structure of any Visual Basic subroutine?

7. What is the meaning of the term ‘Event’?

8. What is the file extension for a:

a) Data source?

b) Query within MS Excel?

9. What menu options do you select in Excel to create a new toolbar?

10. How do you go about testing a solution to a given problem in Excel?

Migrate to new technology

1. Why should you plan for new technology?

2. What technology has provided an alternative to printed books?

3. Name some areas that computer technology is used in.

4. Identify three applications of Information Technology that are likely to be important in the near future.

5. What is meant by ‘risk’ in implementing new technology?

6. How can a business plan be used to measure the effectiveness of new technology?

7. What problems can occur in introducing new technology?

8. Name three pieces of information that should be in an implementation plan.

9. What does ‘upgrading existing technology’ mean?

10. Describe ways of overcoming user resistance to new technology.

Provide advice to clients

1. Give two reasons why your telephone answering style is important?

2. What is the purpose of the daily running sheet?

3. List two things that you should do when ending a client call

4. Why should the help desk maintain a client information database?

5. List three things you should check on a site visit.

6. List three questions that would help you to prioritise a job.

7. What does ‘escalating the problem’ mean?

8. List three ways to solve training-related problems.

9. List three general Internet based sources of information.

10. State why writing skills are important for help desk staff.

Install and optimise system software

1. Why is it important that a client understands how a system works?

2. Why is it necessary to know whether there will be multiple users of the system?

3. What is meant by data integrity?

4. What are the main considerations when questioning clients about their design requirements?

5. When customizing software, why is it important to know what information the client wishes to see immediately on opening a form?

6. Why should you use indexing?

7. Why is it necessary to get a user to test their database/spreadsheet?

8. What is a startup disk for?

9. How do you create a folder on the desktop?

10. List some basic measures you can take to ensure that system resources are used economically?

Develop macros and templates for clients using standard products

1. List the steps to create a new Word toolbar

2. Where (in which file) are customized menus and toolbars saved?

3. Describe how to duplicate a macro, giving it a new anme.

4. Write the general structure of an:

a) if statement

b) with statement

5. The IDE is currently displaying a form containing a single button control. How do you display the code window for the button?

6. List and describe the two types of text file organization recognized by Excel.

7. Where are Excel templates stored?

8. What feature does an Excel template file icon have?

9. How do you instruct a client in using a new macro or template?

10. What is the macro command of the Excel command ‘select currentcell’?

Provide network systems administration

1. What is ‘logging on’?

2. What are the three categories of users?

3. How is file protection achieved?

4. What is Windows User Manager used for?

5. Describe a UPS.

6. Describe ECC RAM.

7. Name the six components of ensuring system integrity.

8. How often should data be backed up?

9. Give two examples of a disaster in the Information Technology context.

10. What are some of the things that can be done to help improve network efficiency?
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