
Task Planning Sheet

Task 10 – Maintaining IT equipment and 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.

This task requires you to learn about the use of diagnostic system tools to identify possible faults within a computer. These skills and knowledge are required to troubleshoot problems, identify and implement preventative maintenance techniques, and conduct diagnostic tests on personal computers.
Once a fault is identified, you are expected to be able to carry out maintenance and fault repair according to organisational procedures, to keep Information and Communications Technology (ICT) equipment and software operating.
There is a short course within this task. You must complete the short course prior to starting the activities in each part of the task.
Preparation:

· Download the Task Planning Sheet for Task 10 (Monitor > Your Task).

· Complete the short course, Maintaining IT equipment and software (Computer monitor and Learning Resources).
· During the short course, complete the activities – Activity 1 through to 11 – and store responses in an e-portfolio.
· Collect your completed course tasks into an e-portfolio. Send portfolio to your supervisor (i.e. teacher).
	What to submit
	Problems encountered and strategies used to overcome these

	· Your e-portfolio contained responses to the short course’s Activity 1 to 11.
	


Email 1 – Eva Helf – POST Codes
· Download and read Eva’s email requesting help. Investigate your computer to find the type of motherboard it has installed. (Email 1).
· Using the information about the motherboard, research what the POST codes are for that item. (Email 1)
· Prepare gathered information into a document and hold to send to supervisor (i.e. teacher) with other work in the near future.
	What to submit
	Problems encountered and strategies used to overcome these

	· Document listing the POST codes for your own computer’s motherboard.
	


Email 2 – Greg Klaus – Supporting our remote clients
· Read Greg’s email carefully. (Email 2)
· Download the document Building Skills for Independence in IT Use. (Computer monitor, Email 2 and Learning Resources).

· Do some research into how you will video these five small tasks, i.e. what are the specifications and standards you will need to follow to ensure the file sizes are not too large. You will need to consider how to prepare a short video without ending up with massive video files.

· Investigate what you will need to include in each of the five short videos. Practise these maintenance routines. When ready video yourself, with an audio description, carrying out the task. Note you may use someone to assist you (acting as the camera person in this task) or you may simply set up a video containing the shot and work independently. Remember, this is a trial, so the focus is doing the maintenance task correctly, not trying to be the next Marvel movie character!
· When the videos are complete, ask your supervisor (i.e. teacher) how these are to be despatched to them. 
	What to submit
	Problems encountered and strategies used to overcome these

	· Five videos

Video 1: Using the ‘Run Maintenance Tasks’ tool on a personal computer

Video 2: How to locate the ‘Disk cleanup’ tool and run this tool on a personal computer and clean files

Video 3: How to locate the ‘CHKDSK utility’ tool and run this tool on a personal computer and repair any errors

Video 4: How to locate the ‘Memory testing’ tool and run this tool on a personal computer

Video 5: How to locate the application Windows Defender and run this anti-virus application on a personal computer.
	


Email 3 – Eva Helf - How about helping your wonderful team members?
· Read and print email from Eva Helf (Email 3).
· Work out what you may need to carry out the maintenance task that she has asked assistance with.
· Construct a short video on how to maintain videos. Use your learnings from the previous task and apply in this activity.

· When the video is complete, ask your supervisor (i.e. teacher) how these are to be despatched to them. 

	What to submit
	Problems encountered and strategies used to overcome these

	A short video on the required preventative maintenance required of a printer.
	


Email 4 – George Harris - Common problems being reports by clients
· Read and print email from George Harris (Email 4).
· Download and consider the attachment, Diagnostic Decisions and Analysis, attached to George’s email (Email 4).

· Conduct research on the identified printer on the two issues presented in George’s email. Identify possible actions to repair the issues.

· Construct a simple list of instructions a client could follow to repair their units.
· Complete the form linked in the email (Email 4).
· Submit the completed form to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	Completed Diagnostic Decisions and Analysis form detailing the proposed solutions.
	


Email 5 – CEO Secretary - Annual preventative maintenance plan for ICTs
· Read and print email (Email 5).

· Download the attachment, IT Resources in Our Network, which you will need to construct the preventative maintenance schedule (Email 5).
· Conduct investigation into the role and process of forming a preventative maintenance plan for an ICT network. There is a sample template (Community Assist Resources) and an exemplar checklist (Network Maintenance Checklist) available (Learning Resources). 
· You should not just use these resources – conduct your own research using the Internet to identify additional or alternative resources to support your work in this task. 

· When ready construct your proposed annual preventative maintenance schedule detailing the tasks that will need to be carried out to ensure the efficiency and reliability of the organisation’s network.
· Submit your schedule to your supervisor (i.e. teacher).

	What to submit
	Problems encountered and strategies used to overcome these

	Annual preventative maintenance schedule.
	


PAGE  
2 of 3

