Unit 2: Introduction to Computer Systems - Tasks
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Preamble

Remember, you must:

· Meet all the requirements of the Ps to achieve a Pass grade for this unit.

· Meet all the requirements of the Ms to achieve a Merit grade for this unit.

· Meet all the requirements of the Ds to achieve a Distinction grade for this unit.
Background

You have recently joined Fantastik Records as an office junior in the Administration Department. The Head of Department is Stella Miles (who is Executive Director – Administration) and you have been working for Rowan Evans, the Administrative Assistant. You will be working in this Department as part of your induction into the company. Later on you may spend time in other departments to find out more about the work that they do.
At a recent Board Meeting it was decided to employ some additional staff. One of these new employees – Nigel Watson – has become the company’s new ICT coordinator. He has joined the Administration Department, and his job is to coordinate all the ICT used by Fantastik Records. You have been sent to help him.
Information about the Administration Department

· It is responsible for overseeing and co-ordinating the work of the other departments.

· This means that the Administration Department has to liaise with all the other departments in the company.

· Although the day-to-day business of the Department is under the control of Stella Miles, both Frank Ryan (Chairman and Chief Executive) and Brian Hatcher (Deputy Chairman and Assistant Chief Executive) have input into the work done by this Department.

· The Department is based in the Company Headquarters (Fantastik House, Wensley Close, Eltham, London, SE9 1XX).
Task 1

Nigel Watson (ICT Coordinator) has found that very few staff at Fantastik Records knows very much about computers. Many of them use computers to do their work, but when problems arise they don’t have the technical language or expertise to describe what has gone wrong. Nigel has spoken to both Frank Ryan (Chairman and Chief Executive) and Brian Hatcher (Deputy Chairman and Assistant Chief Executive) about this problem, and they have agreed that all staff should have some in-service training (INSET) to improve their knowledge and understanding.
Because Nigel does not have the time to prepare the materials he will need for the training, he has asked you to do most of the work. He wants you to produce a short booklet that explains the answer to the following questions in detail:

· What is a personal computer?

· What are the main components of a personal computer?
· How does data flow around a personal computer?

· What does a server do?

· What is an embedded device, and what sorts of office machinery have them?

· What does a mainframe computer do?

· What is a PDA?

· Why is data security so important, what legislation (i.e. laws) do computer users have to obey, what are the main threats to data security, and how can they be combated?
Things you need to do:
Describe the purpose of different types of computer. (P1)

Describe a standalone personal computer (PC) and show how data flows around the system. (P3)

List the possible data security and legal issues when using a computer in a given situation. (P7)

Describe how hardware, software and data can be protected from potential threats. (M4)

Evaluate current threats to the security of data stored in computer systems. (D2)

Guidance:

Use annotated images (including flow charts and diagrams) wherever possible to get the information over to the audience.

Keep the explanations short and to the point.

Use bullet pointed lists to emphasise important information.
Task 2

Donna Wright (Executive Director - Human Resources) is worried that staff may not be following correct Health and Safety procedures when using computers, and have asked Nigel Watson to include some information about Health and Safety in his INSET programme.
Nigel thinks that the best way to get this information over to members of staff is to prepare a Computer Health and Safety poster that can be put up in offices and other places where computers are used. He adds this to the list of materials that he wants you to produce.

Things you need to do:
Make sure that you identify all the main Health and Safety issues that relate to the use of computers in the workplace, and include them on your poster.
The poster must be bold and interesting to look at, with good use of text and images.

N.B. This is not a requirement of the course but as you will be undertaking a practical task which requires you to understand the correct health and safety procedures you must follow it is important that you complete this short task.

Task 3
During his visits to the various different sites owned by the company Nigel Watson has become aware that some departments are using very old computers that do not use GUIs (Graphical User Interfaces). As it will be some time before the company re-equips all the departments with new hardware and software, it is important that staff know how to use both command line and GUI operating system.
Nigel has asked you to prepare a PowerPoint presentation that he can use during the INSET programme. The presentation must show:

· What a command line operating system looks like.

· What a GUI operating system looks like.

· When a command line operating system is more efficient to use than a GUI operating system.

· When a GUI operating system is more efficient to use than a command line operating system.

Things you need to do:
Describe how a command line and GUI operating system can perform the same task. (P2)

Explain the circumstances when it is more efficient to use a command line interface than a GUI interface. (M1)

Guidance:

Make sure that the presentation should have easy to see images of examples of both a command line and GUI operating systems.

The presentation should be bold and interesting to look at, with good use of text and images.

Text should be large enough to read easily from some distance away – don’t forget it is easier to read large text on several slides than a lot of small text on one slide.
Task 4
As a result of the work Nigel Watson has done visiting the various departments of Fantastik Records he has drawn up a list of each department’s ICT requirements. He has asked you to turn this list into a report that can be presented to the Board so that they can decide whether or not they want to replace the existing computers with a new, integrated computer system for the whole company.
The report must explain what each department needs in terms of hardware and software and why it needs it that particular hardware and software.
Things you need to do:
Specify suitable hardware and application software to meet a given user need. (P4)

Justify choice of hardware and software to meet user need given. (M2)

Guidance:

The report should have a title page and a separate page for each department that explains what hardware and software the departments need and the reasons for their requirements.

The report should be laid out so that it is easy to read, with an appropriate use of font size and spacing so that the members of the Board can quickly scan the document to find the information that they need.
Use bullet pointed lists to emphasise important information.
Task 5
The first of the new laptops has been delivered, and it has been delivered to Frank Ryan (Chairman and Chief Executive). He wants to start using it at once, but cannot do so because it needs to be setup. Nigel Watson is not available and the Chairman’s Personal Assistant has asked you to do the setup.
Frank Ryan wants to have his laptop connected to a laser printer and a scanner, and you have to connect both safely to the laptop, making sure that correct health and Safety precautions are followed.
He also wants you to set up the word processing software so that it does the following:

· It always has 2mm borders around all documents set as the default.

· The paper size default is A4.

· The spellchecker is set to UK English.

· Documents will automatically save every 5 minutes, and will have an automatic back-up copy created.

· The drawing taskbar is displayed at the top of the screen.

You want to show Nigel Watson that you have done a good job in his absence, so you must produce proof that the peripherals worked after you connected them and explain why you think that Frank Ryan wanted the word processing software set up in this particular way.
Things you need to do:
Safely connect and test at least two peripherals to a personal computer. (P5)

Guidance:

Connect the peripheral devices to the laptop, ensuring that you follow the correct Health and Safety precautions.

Make sure that you test the devices and have evidence that they are working correctly.

Things you need to do:

Configure defined software to a given user need. (P6)

Explain how the configuration of software will help a given user perform their task. (M3)

Guidance:

Make sure that your report gives reasons why the way you have setup Frank Ryan’s laptop will help him to do his work.
Task 6

Whilst checking the presentation you have prepared for the INSET Nigel Watson has noticed that some of the images you have used have been copied from the Internet without the permission of the websites from which they were copied.. Nigel realises that you – like most of the staff at Fantastik Records – do not know anything about the legal problems that are associated with the use of computers.
He has decided that this needs to be included in the INSET programme, and has asked you to prepare a short leaflet that explains the main points of the following legislation:

· The Data Protection Act (1998).
· The Computer Misuse Act (1990).
· The Digital Millennium Copyright Act (2000).
He also wants staff to understand the potential threats to company’s computer system and how they can be prevented including:
· Viruses and the use of ant-virus software/virus checking.

· Spyware, data theft, and hacking, and the need for preventative firewalls.

· Data loss through equipment failure and/or damage and the means that can be used to prevent this from happening (e.g. physical security, clean environment, temperature control, regular back-ups).

Nigel has asked you prepare a set of posters that explain each of these potential threats. The posters should recommend ways in which staff of Fantastik Records can ensure that the computer system are protected from threats and how they can comply with legal requirements. These posters will then be put up in every office and workplace in Fantastik Records.

Things you need to do:
List the possible data security and legal issues when using a computer in a given situation. (P7)

Describe how hardware, software and data can be protected from potential threats. (M4)

Evaluate current threats to the security of data stored in computer systems. (D2)

Recommend measures in a given situation that will protect a commercial system and comply with legal requirements. (D3)
Guidance:

On the leaflet use bullet pointed lists to emphasise important information about each piece of legislation.
The posters must be bold and interesting to look at, with good use of text and images.
Task 7
As a result of the report you wrote for the Board Meeting the Board has decided to buy a new computer system for the company. Nigel Watson has produced a spreadsheet that outlines how much his preferred solution would cost. Tracey Jones (Executive Director – Accounts) is worried that the cost may be too great and that the resulting system will not be good value for money. She has done some research and has produced an alternative spreadsheet.
Because the Board thinks that the computer system needs to be in place as quickly as possible, and there is not sufficient time to get an independent consultant in to make any recommendations, Frank Ryan (Chairman and Chief Executive) has sent you a memo asking you to compare the two proposals and to present your findings in a report that the next Board Meeting will consider.

Things you need to do:
Evaluate two possible computer systems (hardware and software) that meet a given user need in terms of both performance and value for money. (D1)

Guidance:

The report should have a title page and a separate page for each proposal that evaluates each in terms of performance and value for money

The report should also have a separate page that gives your recommendations as to which proposal should be accepted and the reasons why.

The report should be laid out so that it is easy to read, with an appropriate use of font size and spacing so that the members of the Board can quickly scan the document to find the information that they need.

Use bullet pointed lists to emphasise important information.
Notes

Throughout the work you have done for the tasks in Unit 2 you should have been regularly checking that words have been spelt correctly (using a spellchecker) and that your grammar has been checked (using a grammar checker). You should also have proof-read your work and corrected any mistakes that you found. It is important that you show evidence that you have done this.
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