Task Planning Sheet

Task 6 – Configuring operating system and installing software
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 computer hardware, software and peripheral devices to respond to client needs. 
In this task, you also need to install, connect and configure computer hardware to meet client requirements. 

Note: There are strict practical requirements for this task which must be demonstrated consistently over time. You will need to discuss the practical requirements with your teacher prior to commencing this task. 

Design a job sheet for computer repair/upgrade: 
· Read and print email from the Australian Computer Society (Computer).

· Select appropriate design software.

· Design a computer job sheet utilising the information supplied in the email.

· Save this as RAMemberUS Job Sheet – Draft and submit to your teacher.

· Make changes and suggestions as recommended by your teacher as required.
· Resubmit final version to your teacher. This should be named RAMemberUS Job Sheet – Final.
	What to submit
	Problems encountered and strategies used to overcome these

	Job Sheet (NOTE: both draft and final versions are required - RAMemberUS Job Sheet – Draft and final copy RAMemberUS Job Sheet – Final).
	


Source and install application software: 

· Read and print the email from Jodie Bailey (Computer).
· Using the Internet, research and locate the required software (Internet).

· Complete a job sheet for each installation task and submit these to your teacher.
· Download the required software and save to an appropriate location.

· Install appropriate software applications using help files or online help as necessary.

· Create simple “How to” manuals for each software application using screen shots to illustrate these.

· Save these in the format “Installation Guide – insert application name” and submit a copy to your teacher.

	What to submit
	Problems encountered and strategies used to overcome these

	Installation Guides for Open Office, Acrobat Reader, AVG and PhotoFiltre (4 manuals in total).
	


Establish computer settings to maintain hardware and software ‘health’ and effectiveness:

· Identify computer system settings that will provide effective OS system health, reliability of operations and efficiency of operations.
· Adjust the OS settings to ensure your computers are running at an optimum efficiency and computer security (i.e. firewall, anti-virus, etc.). Record each change you make with a short series of screenshots which you then place into a Microsoft Word document with clear and simple explanations.

	What to submit
	Problems encountered and strategies used to overcome these

	Report on changes made to Operating System to ensure optimum operating efficiency and computer security. Changes explained and images used to indicate location and nature of adjustments.
	


Prepare a report for a client: 
· Select appropriate software options for preparation of a report for the customer, Rob Tanner (Computer). You must identify the customer’s information requirements.
· Time your work in this activity so that you may adequately invoice the client for your time and effort.

· Conduct research to identify answers and advice to the topics Rob Tanner has raised in is email to you:

· Research antivirus software options and provide a recommendation (Internet).
· Research security options to prevent hackers and provide a recommendation (Internet).
· Research anti-spyware options and provide a recommendation (Internet).
· Research anti-spam options and provide a recommendation (Internet).
· Research options for social media.
· Form responses to Rob Tanner’s questions and provide advice.
· Develop a report template for RAMemberUS IT Services using appropriate software (Hint: Check software templates as a starting point).
· After conducting research on the topics raised by Rob Tanner, prepare a report, with recommendations, using the template above.

· Using a labour quote of $85.00 per hour for research and report construction prepare an itemised invoice your time responding to his enquiry. 
· Prepare a covering letter to accompany the report and invoice. Using Microsoft Word, write the letter to accompany the report and invoice. 

	What to submit
	Problems encountered and strategies used to overcome these

	Detailed letter to client to accompany report.
	

	Report on Rob Tanner’s enquiries using a developed report template
	

	Itemised invoice for your work
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