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ICA10111 Certificate I in Information, Digital Media and Technology
Candidate’s Name:





Purpose of Assessment:

The purpose of this assessment is to demonstrate competence in the units of competency that form this qualification.  This assessment task covers elements of the following units of competency:

ICAICT101A, Operate a personal computer 


Performance Criteria:  1.1, 1.2, 1.3, 2.3, 2.4, 2.5, 3.1, 5.2, 5.3
Competency in this unit needs to be assessed using summative assessment, in a range of contexts (e.g. in differing functions with your workplace or potential workplace).
Conditions of Assessment:

· Review and consider the assessment tasks in detail. The tasks are holistic in nature and you will need to ensure all elements of the unit are covered and you have addressed all requirements.

· To demonstrate competence in this unit, you must be able to provide evidence that you: 

· Have knowledge of basic keyboarding skills, computer functions, basic parts of a computer and various hardware components, storage devices and basic categories, basic software operation
· Can save and retrieve files to various locations

· Can manage the mouse (button use) for different applications

· Can read and write at a level where basic workplace documents are understood

· Can communicate with peers and supervisors

· Can use manuals and help functions

· Can input user access details for accessing a personal computer (PC) (possible a networked environment)
· The evidence that you provide to show competence should be gathered in the workplace, or where no workplace is available, through a simulated environment which reflects the work environment.
· This assessment consists of a written element and a Third Party Report associated with practical exercises. The Third Party Report is to be completed by a person deemed suitable by your assessor (e.g. your work supervisor, supervising tutor, a teacher, etc.). Your assessor may substitute the Third Party Report with direct assessor observation.
Assessment Tasks:

Resources:
Personal Computer
Printer
Word Processing software


Blank CD
Conditions:


· Individual work

Instructions:

· The assessment for this unit incorporates two activities. You are to commence the activities when you feel you are competent in this unit. Your assessor may substitute the Third Party Report with a direct observation carried out by the teacher/assessor.
· All work is to be completed using a word processor. You are to return to your teacher printed documents for each task. Your assessment is also to be copied to a CD or DVD and then mailed to your teacher. Your media must be labelled: name (Example: Joe Smith), course title (Cert I IDMT and the unit name (ICAICT101A) on the CD.
Task One
There are 20 questions. You are to provide a written answer to each question. Ensure you use accepted sentences, grammar, punctuation and spelling. You may use screen shots to assist in your explanations.
1. List three peripherals that need to be checked for connection before a computer’s power is turned on. 


2. Explain the procedures required to power up a computer in your workplace. 

3. Explain the procedures for logging onto the computer network in your workplace. 

4. Navigate your computers operating system and source the following information. 
a. Operating system

b. Hard Drive size 

c. Memory size

d. CPU speed

e. Word Processing Program 

f. Internet Explorer Version

5. List the steps required to install a simple computer application onto your computer. 

6. List the steps required to create and customise a program shortcut to the desktop on your computer. 

7. List two ways that an application program (such as Microsoft Word) can be access, opened and closed on your computer. 

8. Explain how to return to the desktop without closing the open software applications. 

9. Describe the file and drive structure where files are saved to on your computer. 

10. List the steps required to create and rename folder directories on your computer. 

11. List two ways in which the folder structure can be accessed and viewed on your computer. 

12. Explain the procedure required to move a file or folder from one directory structure to another. 

13. What is the name of the Windows browsing tool that allows a user to search drives for specific files? 

14. Explain how you would retrieve files after they had been deleted? 
15. Outline the process to copy files from your computer to a removable disk or external drive. 

16. Why might it be necessary to format a disk before it can have data copied onto it? 

17. Outline the steps required to perform the following: 

a. Add a printer to a computer 

b. Change the default printer 

c. Print a document  

18. Why is it important to correctly shutdown a computer? 

19. Explain why it is important to save files at regular intervals?  List two ways in which this can be done. 

20. Outline the steps required to correctly shutdown a computer.
Task Two

Cut and paste this image into a document. Label the parts of a computer.
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 General Information

· You must keep a copy of all work, documents or media you submit to the assessor.

· If you do not agree with the assessment decision, you do have the right of appeal as outlined in the RTO’s policies (www.teia.edu.au)
· If you wish to appeal your assessment, please contact the Training Administrator: Tele: 47871410 or E-mail: admin@teia.edu.au 
· Details of this assessment are treated according to Privacy arrangements of this organisation. Privacy policies are available at www.teia.edu.au. In general, the only persons who will have access to the assessment materials will be assessors who are considering your work to make assessment decisions.

· If you require assistance in any aspect of this assessment, or you seek clarification about the activity, the process or the general policies of the TEIA contact your assigned assessor and/or trainer for additional support and advice.
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