Task Planning Sheet

Task 5 – A new computer system
The Task Planning Sheet is designed to provide you with a clear list of the activities you will need to undertake to complete your assigned tasks. It is suggested that you complete the activities in the order they are listed.  You must submit your completed ‘Task Planning Sheet’ to verify completion of the competencies that form a part of this task. 

By submitting your completed sheet, you are confirming that you have undertaken all activities associated with the task.

In this task, you will need to research and quote on computer hardware, software and peripheral devices to respond to client needs. 
Research client requirements:
· Read and print the email from Cameron McKellar (Computer).
· Access, read and print as necessary the Learning Resources and Your Task (Bookcase folders).
· Research computer hardware requirements to meet client specified requirements.
· Research operating system requirements to meet client needs.
· Confirm that computer hardware will support operating system minimum requirements.
· Conduct research on peripheral devices suitable for client specifications.
· Research software requirements to perform the functions required by client.
	What to submit
	Problems encountered and strategies used to overcome these

	Specifications for recommended hardware, software and peripherals
	


Prepare a quote for a client: 
· Select appropriate software options for preparation of a quote.
· Undertake software training as necessary (Mouse).
· Develop a quote template for RAMemberUS IT Services using appropriate software (Hint: Check software templates as a starting point).
· Using costs that you obtained, use a mark-up of 15%, a labour cost of $110 per hour for computer setup and configuration, develop an itemised quote listing hardware, software and peripherals as separate entries. Estimate 1.5 hours for setup and configuration.
· Include an on-site installation fee as a separate line item on the quote as an optional extra. The fee for this service is an additional $70.00 per hour.
	What to submit
	Problems encountered and strategies used to overcome these

	Quote template
	

	Itemised quote
	


Write an accompanying letter: 
· Revisit email from Cameron McKellar (Computer).
· Identify customer information requirements.
· Revise correct letter format as necessary (refer to Task 2).
· Using Microsoft Word, write a letter to accompany quote. Hint: Make sure the letter addresses all client queries.
	What to submit
	Problems encountered and strategies used to overcome these

	Detailed letter to client to accompany quote
	


Respond to a customer email enquiry:
· Read and print email from Rob Tanner (Computer).
· Identify customer information requirements.
· Research antivirus software options (Internet).
· Research security options to prevent hackers (Internet).
· Research anti-spyware options (Internet).
· Research anti-spam options (Internet).
· Develop an email in response to the client and send to your assessor.
	What to submit
	Problems encountered and strategies used to overcome these

	Email response regarding security options
	


Develop a Facebook Security Guide:

· Read and print email from Cameron McKellar (Computer).
· Identify customer information requirements.
· Research Facebook security issues (Internet).
· Use Microsoft Word or similar to develop a security guide demonstrating how to protect your privacy in Facebook as per client specifications.
	What to submit
	Problems encountered and strategies used to overcome these

	Facebook Security Guide
	


Develop a social media review:

· Read and print email from Rob Tanner (Computer).
· Identify customer information requirements.
· View the Social Media Learning Object and linked websites (Bookcase folders).
· Conduct web research on social media as necessary (Internet).
· Using Microsoft Word or similar, develop social media review to client specifications.
	What to submit
	Problems encountered and strategies used to overcome these

	Social Media Review
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