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Trainer/assessor guide

ICTICT101

Operate a personal computer —
Windows 7

Welcome to this unit of study

This unit describes the skills and knowledge required to
operate a personal computer (PC) in a home or small office
environment, including accessing files with application
programs, sending and retrieving emails, using the
internet, using peripheral devices and applying basic
security procedures and power management settings.

It applies to individuals who require entry level information
and communications technology (ICT) knowledge and
literacy skills to perform a range of simple operation tasks.

g

It may be undertaken as:

»» part of a formal qualification nationally recognised
through the Australian Qualifications Framework (AQF)

» astand alone unit

» part of a formal skill set

© smallprint owns all copyright on its products as detailed in the Copyright Act 1968.
It does not issue licenses for reproduction of this material.



Contents

AbOUL this trainer/ass@SSOr SUIE ........occevieeiriieeirrieeireeetrreeteeest e te et ssees e e seses e seessessaesssessassesssesseessessensnessansnes 4
LEAINING FESOUICE.......eiieiiiieieiteete et et e et st e e st st e s et s et e st e s e st e e e e s sat s b e s ea e e e at e e st e e ate s s e s ent e s s e e st esssasntesanesstasnnesssasensess 5
Topic 1: Prepare to use the Personal COMPULET . .....ccviririeiireetsertet ettt ettt st b bbb naen 5
Physical components and peripheral eVICES.......o.u ittt 5
CHECKING CONNECHIVITY ...eeutiiitieieetetese ettt ettt st s b st e b e st s b s st et e s b e s aees b e b e sbe s st enbesbesaeenbensesbesnsensenes 8
Boot up and follow procedures to activate the COMPULET .....cuvvvirieiriririeereseree e ees 15
Check YOUT UNAErSTANGING ....coovivieiiiriirieietsiesietet ettt sttt ettt ettt b st b et e st sbe st e b et ebesbebensesesbesbensensens 19
Topic 2: Manage computer CONFIGUIATIONS ......cvuevieiririnieenenerteeeese ettt sttt ettt st be st be b e ne 21
Alter the computer settings to best SUIL the USEr ...ttt st 21
Configure power ManagemMeENnt SELLINES ....ccvviviirireriririneieesesest ettt s beste e e e besbe s e e sbesbesseseesessessenes 29
Operating systems and appliCation PrOSramS......cocecivevererieerirenieteesesestetsre e sse st besbesse e sbesbeseeseesessessenes 33
Software installation and reMOVaL...........cccviiiiiii e 38
The desKEOP ENVIFONMENT c..ciiiiiririetetesert ettt sttt ettt st et e st s bt et e be s b e saeesbesbesbesstesbesbesseentensesbesseensenes 43
Check YOUT UNAErSTANGING ....cocvvivieieiririerietsesteete sttt st ettt st b e e st sbe st e s esesbe st enbessesesbasensesessessensanseses 51
Topic 3: Access and use basiC apPliCatioN PrOBramMIS. .. e rererierirerereteese ettt sttt ste st e e sbestesseseerestessens 53
FOIARIS ..ttt ettt b s 53
EMIai] NS SAEES .ttt sttt ettt b e bt et et s bt eh e et e b e s bt e a b et e be s bt et e b e beeh b et e beshe et e besbesaaenten 57
Access the internet Using the Web BIroWSEer ...t saene 65
Reducing security riSkS @and thrEats ...ttt ettt st b e st st besbesteaenees 71
Check YOUT UNAEISTANGING ....coviviirieieiertirieietri ettt ettt ettt st et b s bbb e st e b s b e b et ebe s b e bentenesbesbenseneens 77
Topic 4: Access and use basic Peripheral AEVICES .......oouiviviiiirinicieteee ettt sttt b et sae s 79
EXEEINQAl STOrAZE UOVICES ..cuviuieiieiiriiieieiesiesiee ettt sttt ettt sttt st st et et e beste st e e ese st e stesaesesbestenseneesestessensenens 79

Use printer settings on an installed printer to print @ dOCUMENt.....c..ccvirierieiininienienereeeesese et 83
Access aUIO-VISUAI (AV) EVICES ....coveviriiiiiiiiiiircinrceeretr ettt st ne s 86
Check YOUT UNAEIrSTANGAING ....ccviiiriiriieiietieseete ettt ettt sttt et b e sbe s st e besbesbe et enbesaesasensensesaasnsenses 89
TOPIC 5: SNUL AOWN COMPULET 1.ttt sttt sttt st sttt s be st et e e ebesbesee e esesbestenaeseesessenseneane 91
MiniMising the FiSK Of Aata l0SS ...cvueiiiririeiereree ettt st ettt be st b ebesbesaensenee 91
SAVINE WOTK .ottt ettt ettt ettt et ettt b et e e bbb et e st e bt b et et e st b e b en b et s bt b e b et eneebenbe b e st esesbenbenaeneane 97
Check YOUT UNAEISTANGAING ....cceiviiriiriiriieieneseetestese ettt st st e b st sae et et e st e st e besbesaeessenbesaeeabensesbesasensans 101
RTINS . .. ettt sttt b st h b e bbb e bRt R bRt R bt e R e b st e b et b st rene 103
ASSESSMENT WOTKDOOK ...ttt be b e as b e sbesassbssbesassassaenaen 105
UNIE INFOrMIALION ..ttt b et b et sb bt saen 107
What is competency-based aSSESSMENT?.......ooiviiiiiirieeieee ettt sttt et sb e st et e st sbe st enbesbesaeensenee 108
How Will My COMPEtenCY D @SSESSEA?... ittt b e st b st et e e sbesbe s e e ne 109
ASSESSIMENT AGIEEIMENT ...ttt sttt ettt e st e s bt e s be e s b e e s aaesaaesaaesae s ea b e s b e sabe e bt e bt e b eeabeesreesaes 110
Foundation SKills CheCKIIST.......ccoviiiiiiiiiii et 111
SKillS FECOGNITION.....eeeeieeerteeerteeertce ettt st e et st e et e s e st e e s e e st s s e s st s ses st s ses st e sesssesstessesstassesnsessesssesseessesssensens 112
Topic 1: Prepare to use the pPersonal COMPULET .......cciiv ittt ettt s 113
Topic 2: Manage cOomMpPULEr CONFIBUIATIONS ....c.vviiiirieieiiiiteieeeesteste et ste ettt e e e st et e e e e besesaesesbesbesseneans 114
Topic 3: Access and use basiC appliCation PrOBramMS ..o eiririnieieerereste ettt e s a e s b sbeseeneens 115
Topic 4: Access and use basiC Peripheral dEVICES .......ccuvivieiriririiieieree ettt s 116
TOPIC 5: SNUL AOWN COMPULRT ...ttt ettt b bttt b e bbb b e e et ebesbesbeneenene 117

ICTICT101: Operate a personal computer — Windows 7 (Trainer/assessor guide)
© smallprint V5 Jul 2019



KNOWIEAZE QUESTIONS ..ottt st et st ee e st st e s et st e s sae st e saesent e s s e s st e sbesnsesssassnsesssessnsssnsessnssensassnesen 118

Topic 1: Prepare to use the personal COMPULET ...ttt sbe st et ese e 119
Topic 2: Manage computer CONFIGUIATIONS ......coivieieiririeieireseet ettt sttt s b e s be st s b st ne e sbene 125
Topic 3: Access and use basic apPliCatioN PrOZramMS. ... e irerererieeririerteteesreste ettt se e besbe e e sneene 135
Topic 4: Access and use basic Peripheral dEVICES .........coiviriiiiienieee ettt st 140
TOPIC 5: SNUL QOWN COMPUERT ...ttt ettt ettt b e st et e s aesbe b e st esesbesbanseneesesbentenseneesenes 146
PErfOrMANCE LASKS....cccveiteeeietecertectrtert ettt et e st s e e st s sae st e sae st s sae s e esaesaesaeesaes st esaesseassasseessesssessesssessessnes 150
Third party evidence cOlleCtion agrEEMENT ......civiiviiirireietrereet ettt ettt s e b e e sbesbe e e e eneene 151
Topic 1: Prepare to use the personal COMPULET ........cviriieirineee ettt sttt 152
Topic 2: Manage computer CONFIGUIATIONS ......co.evieviririirieieeneete ettt sttt be e se e ene e 153
Topic 3: Access and use basic appliCation PrOZramS......coiviriiriirineeierie ettt sttt st et sae e aee 154
Topic 4: Access and use basiC Peripheral dBVICES ......cocuviveiririnieietreree ettt st 155
TOPIC 5: SNUL QOWN COMPUERT ..ttt ettt sttt e b e b e et be bt e st ebe s b e st et e st ebesbenbeneenesbenes 156
COMPIELION FECONM....uiiiiieeeeieetrteetrtee e teeee s stee st st et s re st s se st ssessesssesssassssssessssssesstssesssassesssessssssessesssessesssessaanns 157
UL MIAPPING . cneiiiiiiiiieerereteerteeeteeste st e et e s et e s ste s e st s e sae s st seseessesessesssssessessnsessessasssssessasssstessasesssessssesssesssessnsesssesensans 158
Trainer/ asseSSOr USEr INSTIUCLIONS .....c.cociiiieiiticeitecereece ettt eee st st s et s st et see st s ae st s ae st s sse s e e saeseenesnnes 161

ICTICT101: Operate a personal computer — Windows 7 (Trainer/assessor guide)
© smallprint V5 Jul 2019 e



About this trainer/assessor guide

Learning resource

The learning resource is divided into the following topics:
»»  Prepare to use the personal computer

» Manage computer configurations

»  Access and use basic application programs

»  Access and use basic peripheral devices

»>  Shut down computer

Each topic provides information to help you gain the skills and knowledge required to perform the work tasks to which they
refer. Read the information and practise the skills described. You should also take the opportunity to undertake additional
independent research. Your trainer/assessor may also provide supplementary information including interpretation of the

contents of this resource.

At the end of each topic is:
»»  asetof true or false questions

»»  aset of multiple choice questions

These questions provide an opportunity to check your understanding and progress. They are self-marking and do not form

part of the assessment for the unit.

Assessment workbook

To have this unit recognised as a formal qualification you need to have your skills and knowledge assessed. The assessment
workbook provides:

»»  information on competency-based assessment

»  instructions on how you will be assessed

»  assessment tools to assess your competence

»  instructions on how to complete the assessment tasks within each assessment tool

To be assessed as competent you need to provide evidence that you have the skills and knowledge to undertake the
requirements of this unit. This assessment of competency is made by a qualified trainer/assessor from a registered training
organisation. You must complete all the assessments as directed by your trainer/assessor to the required standard. It is not
necessary to work through the guide in the order in which it is written. However this is at the discretion of your trainer/

assessor.

Disclaimer

Information contained in this resource is drawn from sources believed to be reliable. The firm, its employees, agents and
contractors do not warrant the correctness of the sources used and accept no responsibility to any person for any errors or

omissions or for any loss or damage howsoever caused from the use of this resource.
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