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Operate a Personal Computer


	Task No & Title: Unit 10

	Unit Descriptor Unit Descriptor This unit covers the competencies required to start up a personal computer or business computer terminal, correctly navigate the desktop environment and use a range of basic functions.

	Title:
	BSBCMN107A Operate a Personal Computer

	Suitable for Classes:

	Certificate II Business

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 1 Lesson

	Date Due:


	  Today

	Task Brief:
	

	Files Required
	


Items highlighted in yellow are tasks for you to complete
Items in Purple are help tips

	Unit
	Number
	Title
	Study Time

	1
	BSBCMN201A 
	Work effectively in a business environment
	20

	2
	BSBCMN202A 
	Organize and complete daily work activities
	15

	3
	BSBCMN203A 
	Communicate in the workplace
	30

	4
	BSBCMN204A 
	Work effectively with others
	20

	5
	BSBCMN205A 
	Use business technology
	30

	6
	BSBCMN211A 
	Participate in workplace safety procedures 
	15

	7
	BSBCMN213A 
	Produce simple word processed documents
	40

	8
	BSBCMN214A 
	Create and use simple spreadsheets
	20

	9
	BSBCMN108A 
	Develop keyboard skills
	40

	10
	BSBCMN107A 
	Operate a Personal Computer
	20

	11
	ICAITU013C 
	Integrate Commercial computer packages
	30

	12
	ICAITU012C 
	Design Organizational Documents using computer 
	50

	
	
	TOTAL
	


SOLUTIONS  SHEET 

Computer Hardware Quiz

Task Computer Basics Quiz
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Q1. Draw the main parts of a computer and various hardware components

Label these computer parts 

1 
Keyboard

2 
Headset (Microphone)

3 
Mouse

4 
CPU or Processing Unit or Case

5 
Scanner

6 
Ink Jet Printer

7 
Camera (Digital)

8 
Monitor

9 
Stereo Speakers

10  
Modem Router

Q2. List the main types of computers 

Answer:
Windows, Macintosh, Linux

Q3.
List and describe each function of a computer

Answer: The following are its functions:-
1.Program execution
2.I/O management
3.CPU scheduling
4.Error detection
5.Accounting
6.protection and security

The Operating system provides and environment in which the user can interact with the computer hardware. it provides the user with an interface where the user can execute his programs.
It is a control program and plays an important role as a resource  selector which means if a program needs any input /output devices then the operating system provides the means to do it.
 

or

An operating system (OS) is software, consisting of programs and data, that runs on computers and manages computer hardware resources and provides common services for efficient execution of various application software.

Q4.
List and describe some storage devices and their basic categories

Answer: DVD, CD Rom, Hard Drive, , 
Hard drives, up to several terrabyte

Portable hard drives USB or Firewire Drive, 

Floppy drives, Floppy Disk,  1.4Mb

Zip Disk 250Mb
Flash drives USB Drive, 64mb to several gigabyte 

CD’s, 1.4 gb
DVD’s 4.2gb
Q5.
How do you access system information from the Start Menu?

Start – Programs – Accessories – System Tools – System Information

Q6.
What is a Jump Drive?

Portable drive that plugs into a USB port that files can be easily saved into

Q7.
How do you add shortcut icons to the desktop?

In Windows Explorer or My Computer find the program icon you want to add  in the Program Files directory and drag it into the Desktop Folder

Q8.
How do you add programs into the start menu?

In Windows Explorer or My Computer find the program icon you want to add  in the Program Files directory and drag it into the Start Menu folder

Q9.
How do you find out the size of a folder – how many megabytes it contains?

Right mouse click on the folder - properties

Q10.
How do you rename a file or folder?

Right mouse click - rename

Q11.
If you delete a file how can you restore it?

Recycle Bin - Restore

Q12.
How do you adjust the date and time on the desktop?

Right mouse click on the time – adjust date/time

Q13.
What are 3 different ways you can access a file or folder?

Windows Explorer, My Computer, Any Software Program (eg:MS Word)

Q14.
In Windows Explorer what are 3 ways to select multiple files?

Hold down the shift key, hold down the control key, click with the left mouse button and select the area

Q15.
How do you add photos and slide shows to your desktop or screensaver?

Control Panel – Appearance – Change Desktop – Desktop - Browse

Q16.
How do you change the way the files are displayed in the open dialogue box?

Click on the views icon 

Q17.
How do you check on the progress of a print job?

Start menu - Printers

Q18.
How do you change the default printer?

Start menu – Printers – Right Mouse Click – Set as default printer

Q19.
Name most the parts of the desktop in the picture below and the function of each.
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	The Desktop


	The center and right empty area you look at is actually the desktop. Whenever you are asked to use the desktop, the request refers to that whole area. 


Taskbar

In the bottom section of the screen, there is (or there may be) a long object. It is called the Taskbar: 

On the left side of the taskbar, there is an object labeled Start 

Start
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. The appearance of this object depends on the type of Windows you are using but it plays the same role. 

On the right side of Start, there is a wide area that is empty when the computer starts. This is actually referred to as the taskbar. As you keep using the computer, this area would be filled with some objects. In some versions (Windows 95, 98, Windows Server 2003), the color of the taskbar may be gray (or Silver). In some other versions (Windows Millennium), the taskbar may be yellowish. In Windows XP, it may be blue. 

 

Desktop items

Short cut to applications

Start Button: Access to operating system and system tools

Notification Area : On the far right side of the taskbar is a section called the tray area. One of the things that this area displays is the current time (as set on your computer). Actions to be undertaken and information on time, hard drives etc

Mouse: Pointing Device movement and selection.
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Draw arrows to identify each cable note there may be more than listed 
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Draw arrows from labeled text boxes to each hardware component
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i.e. 
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Label the common hardware used in the workplace.
	
	
	
	

	Digital Camera
	Keyboard
	Monitor
	Ink Jet Printer

	
	
	
	

	Stereo Headphones
	Stereo Speakers
	USB Mouse
	Camera
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	Vidoe Recorder
	Scanner
	Microphone
	Hard Drive
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	CD Burner
	Ram Chip (Memory)
	DVD Burner
	USB Drive


Create your own marks

	Student Name:
	Date submitted:

	I declare this evidence to have been produced by me the undersigned.

Candidate’s signature:

	Title of Portfolio evidence presented Enter title here
BSBCMN107A Operate a Personal Computer Section 10:???

	□
Outcomes from learning programs (including self-learning and online learning)

□
Assessment feedback (from a trainer or assessor)

□
Observation checklists (from a workplace supervisor or assessor)

□
Written statements or references (including workplace supervisors, community leaders)

□
Job descriptions

□
Work journal

□
Work samples

□
Finished products

□
Product descriptions or specifications (supporting the product samples included) 

□
Statutory declarations

□
List others (or delete any from above not provided)

· All work submitted to be word processed and spell checked.

· There must be at least two samples of evidence for each 

Element within the Unit of Competency.                 This is sample    1 / 2

· All work submitted must be of a high quality and meet the 

requirements of the Unit of Competency.

	Other evidence (List each piece):

	Assessor to complete

Evidence is     Valid     Sufficient     Authentic    Current


       □
    □
    □      □
Assessor signature: _________________________________Date: _____________

Peter Faulks,  BA Soc Sci, Grad Dip Ed, Cert IV AWT
Certificate II in Business     assessor/teacher

	Assessor to complete

Student is declared                       Competent    Not Yet Competent 

                                 □         □
Keep a copy of this report with your file for evidence


Headphone   Mini 3.5  USB    Video     Ethernet (network)      Firewire Mini Speaker





Answer: (at least two sentences)





Manuals are  A user guide or user's guide, to how to use software or hardware. 





It is a technical communication most commonly associated with electronic goods, computer hardware and software. Most user ... The language used is matched to the intended audience, with jargon kept to a minimum or explained thoroughly. ….





�





Printer





Computer CPU





Video Camera





Camera





Camera & Tripod





External hard Drive





Stereo Speakers





Manuals Handbooks





Monitor





Mouse





Scanner





Headphones





DVD Drive





Keyboard





External Floppy Drive
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