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INTRODUCTION
This manual is developed to provide training content that addresses the specific ‘Unit of Competency’ as outlined
on the following pages.
It provides the teacher and/or trainer with a document that includes all that the student and/or trainee manual
content plus guidance notes as well as answers to the learning activities in the student/trainee manual.
This manual can be packaged with various manuals addressing other ‘Units of Competency’ in order to meet
the 'Packaging Rules’ of a particular Australian Training Package Qualification.
This resource has been designed to be delivered in a form that is conducive to the learning environment
including:
* Online delivery
% Classroom delivery
LL] % On the job training
]
al The documents are designed in a ‘landscape’ format in order to make reading on a computer screen easier as

= well as reduces the need to scroll down pages. Documents can be easily printed if the learning environment
requires the student or trainee to have hard copies of the learning materials.
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LANE
INTRODUCTION—CONT'D

LEARNING ACTIVITIES

The learning activities in the student and/or trainee manuals are ‘Form Enabled’ so that if the resources
delivered online, the activities can be filled in using the computer keyboard.

Each learning activity is identified with the following icon.

Learning

Activity

Learning activities come in the following forms.

% Questions
] % Research
% Tasks
% Interviews

Questions

Questions would relate to the information presented on previous pages.

Research

This type of learning activity would require the student or trainee to locate information by using research

methods. The information they would be require to locate would be in line and/or support the information that the
manual had outlined in previous pages.
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LANE
INTRODUCTION—CONT'D

Tasks

This learning activity type would require the student/trainee to actually do or undertake something and would be
reinforcing the knowledge they have gained from reading the manual’s previous pages.

Interviews
This learning activity type would require the student/trainee to interview person(s) in an actual workplace
environment or a person(s) who are experienced in the industry sector which the student/trainee is currently

undergoing training.

The student/trainee is made aware of the type of learning activity by noting the learning activity type displayed
under the learning activity icon.

LL] Learning

Activity

Research
~ SELF ASSESSMENT

At the end of each manual is a series of questions that the student/trainee should review and answer.

— This self assessment is to ensure in the student’s or trainee’s mind that they have reviewed and understood the
information that was presented in their manual.

If they are unsure of their understanding in any of the topics reviewed, they are encouraged to go back and
review the information again and/or seek the assistance of their teacher or trainer.
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LANE
UNIT OF COMPETENCY OVERVIEW
The following pages are extracts from Training.gov.au website and outlines this specific ‘Unit of Competency’
including the ‘Elements’ and the ‘Performance Criteria’. The content within this manual has been developed to
address this unit.
ICTICT201 - USE COMPUTER OPERATING SYSTEMS AND HARDWARE
ELEMENT | PERFORMANCE CRITERIA
1.1 Determine ICT organisational requirements and specifications
1. Identify operating system and 1.2 Identify and select the operating system
hardware components 1.3 Identify appropriate external hardware components
1.4 Identify internal hardware components
11 } 2.1 Install and configure the operating system to meet organisational requirements
‘ 2.2 Identify functions associated with the operating system and associated boot process
N 2.3 Configure power management settings to minimise power consumption, as an
L 2. Install and configure operating system environmentally sustainable measure
and application software with hardware 2.4 Use both the graphical user interface and the command line interface to perform basic tasks
- components 2.5 Install or upgrade application software onto the operating system and hardware configuration
L 2.6 Determine the relationship between an application program, the operating system and
‘ hardware
2.7 Identify general differences between different computer platforms and their respective
1] operating systems
-]
LH 3.1 Optimise operating system, using included tools or third-party utilities
3. Optimise operating system and 3.2 Customise the graphical user interface
hardware components 3.3 Use techniques unique to the command line interface
3.4 Set up and configure external hardware components and check functionality
3.5 Install drivers as appropriate and check functionality

| Passing Lane acknowledges that the copyright ownership of the above information is the Commonwealth of Australia and this extract has been provided for reference purposes only.
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USE COMPUTER OPERATING SYSTEMS AND HARDWARE

SECTION ONE—IDENTIFY OPERATING SYSTEM AND HARDWARE COMPONENTS
INTRODUCTION

Today, it is safe to say that most people and organisations could not survive with some type of computer or computer system.
Without operating system software, computers would not exist.
In this section we look at operating systems and why people choose certain types of operating systems for their computer.

SECTION LEARNING OBJECTIVES

LL]
A 1 At the completion of this section you will learn information relating to:
> * Determining ICT organisational requirements and specifications
\\‘ * ldentifying and selecting the operating system
(N * ldentifying appropriate external hardware components
* ldentifying internal hardware components
1]
—
LL
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DETERMINE ICT ORGANISATIONAL REQUIREMENTS AND SPECIFICATIONS
AND

IDENTIFY AND SELECT THE OPERATING SYSTEM

(Over the next few pages we cover two ‘Performance Criteria’ points at the same time to avoid repetition)

When we speak of organisational requirements, these generally refer to the following:

%

Policies and procedures of the company relating to choice, acquisition and use of ITC
software and hardware

Allocated budgets associated with ITC software and hardware

The safe and authorised use ITC software and hardware

Security policies and procedures associated with the company’s computer system
ITC software and hardware maintenance policies and procedures

¥ X ox %

Over the next few sections these training materials will be looking at specifically the PC operating
LL] system, the types, installation information, what it means to configure and optimise an operating system.

UL DEFINING AN OPERATING SYSTEMS

™~

D | Your computer's operating system (OS) manages all of the application software and internal/external

A hardware on the computer. Most of the time, there are many different computer programs running at the
same time and they all need to access your computer's central processing unit (CPU), memory and

1] storage (hard drive). The operating system coordinates all of this to make sure each program gets what

] it needs.

Al

<
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ICTICT201 - Use computer operating systems and hardware
al ! TYPES OF OPERATING SYSTEMS

The four main types of PC operating systems are:

# Windows operating systems
| % Apple Macintosh OS-X operating systems (MAC)
' # Linux

# Unix

The most widely used operating systems are Windows and MAC operating systems. Windows is generally installed in
( almost all new PCs sold and MAC operating systems is used in MAC PCs.

Mac OS X Linux is an open source, free to use operating system widely used for computer hardware and software, game
development, tablet PCs and sometimes used in large mainframe computers. Linux is often considers a clone of Unix.
There is also another variant of Linux knowns as Ubuntu which is gaining some popularity as an alternative to Windows.

Linuxf\
B ¥ Unix is also an opens source, free to use operating system. It is generally used in large computer networks, internet
servers and some PCs.
There are other types of operating systems that have been developed to be used on special digital devices such as
Smartphones, tablets, gaming consoles and so on.
2 These include:
.
-
‘d.' * Android
u bu n tU * Blackberry
% 10S
% Palm e o
#% Symbian SAMPLE SAMPLE
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E SELECTING AN OPERATING SYSTEMS

g
Windows /

J The selection of an operating systems can be as simple as buying a new PC or digital device with the operating
system already installed or developing a large computer network and having an operating system that is modified
- to suit the network.

Many of the operating systems used in personal and business environments today are multi-tasking systems.
These systems are capable of running multiple programs and tasks at the same time.

-- There are also real-time systems that run an advanced algorithm for scheduling the resources of the computers
.- CPU. These systems are used in situations where there are high volumes of simple transactions, like a flight

booking system or bank transaction system.

Companies also use batch systems to perform regular maintenance tasks. Batch systems perform a series of tasks
or jobs without the need for a user’s intervention. The best case of this would be a company processing data
i overnight on their customer’s database. A series of reports could be generated and saved to a network directory or
] emailed to relevant users for the next business day.

g There is a whole industry with highly trained and qualified computer engineers that specialise in selecting, installing
and configuring operating system software in large and complicated computer systems.

(N In these training materials we will focus and the simpler and more common PC operating system of Windows.
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ICTICT201 - Use computer operating systems and hardware
Learning
Activity
Research

LEARNING ACTIVITY ONE

In this activity we want you to do some research and summarise below the relationship between Linux, Ubuntu and Unix.

TEACHER / TRAINER GUIDANCE NOTES

The very simple answer to this activity is that Linux is an offshoot of Unix and Ubuntu is an offshoot of Linux. Ubuntu was
developed to capture home PC users to replace Windows.

Unix, Linux and Ubuntu are all free and open source software. The only fees people pay are to those who help you install the
software and those who help you maintain the software.
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ICTICT201 - Use computer operating systems and hardware
Learning
Activity
Research

LEARNING ACTIVITY TWO

There is an operating system call DSL OS. Do some research and tell us what DSL means and who uses this operating system.

N

A

L1

T‘ TEACHER / TRAINER GUIDANCE NOTES

LL

: The real name is “Damn Small Linux” operating system and the main use is for USB flash drives, digital camera and video
\‘ camera memory cards and MP3 players.

75

k |
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ICTICT201 - Use computer operating systems and hardware
Learning
Activity
Question

LEARNING ACTIVITY THREE

In this Section we spoke about organisational requirements relating to the choice and use of operating systems. What were the
five main points that were outlined regards the organisational requirements relating to the choice and use of operating systems?

1]

-]

al

:‘ TEACHER / TRAINER GUIDANCE NOTES

( ) 1) Policies and procedures of the company relating to choice, acquisition and use of ITC software and hardware

2) Allocated budgets associated with ITC software and hardware
3) The safe and authorised use ITC software and hardware

4)  Security policies and procedures associated with the company’s computer system
Manual

5) ITC software and hardware maintenance policies and procedures
Copyright
2016
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IDENTIFY APPROPRIATE EXTERNAL HARDWARE COMPONENTS
AND

IDENTIFY INTERNAL HARDWARE COMPONENTS

(Over the next few pages we cover two ‘Performance Criteria’ points at the same time to avoid
repetition)

Hardware components can be either ‘internal’ or ‘external’ and allow a computer to be
customised for specific tasks.

It is important to know what external hardware will be used or required at some time
and ensure the chosen operating system is compatible with the hardware.

The most obvious external hardware items would include:

* The PC keyboard and mouse
LL] % The PC monitor

These three hardware components are not only key to the operation of the PC, there

> are also essential to have when installing an operating system.
¢ ) Further on the PC keyboard and mouse, these components could be either cabled
components or wireless. So either wireless receivers such as “Bluetooth” dongles may

1] also be required or proper USB cable connectors.

-]

al The PC monitor general requires a VGA cable (the cable used for video) and a power
‘ cord.

.,
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ICTICT201 - Use computer operating systems and hardware

Aside from the PC keyboard, mouse and monitor, there would often be other hardware components called peripheral
hardware.

EXTERNAL PERIPHERAL HARDWARE

Some examples are:

Printers—Ilaser and inkjet CARADI E CARAPI —
Scanners DMIVIF LI /
Modems

Speakers

Webcams

Projectors

X R oR R XX

Each of these would also require wireless accessories (if the device is wireless) or suitable cables for connection to the PC.

In the case of a modem, it would likely need to be “Ethernet” cables available, used to connect to a computer network and/
or the internet.

It is important again that these types of hardware components are identified when choosing and installing an operating
system.

It is the operating system that ultimately makes the external hardware work, so it the hardware components and the
operating system are incompatible, the hardware will simply not operate.

This is often the case when a person buys a new PC with the latest operating system and the peripheral hardware are
older models.

In these cases it is important to research the specifications of both the operating system and the external hardware
component and see if there will be any compatibility issues. Most issues are resolved by installing updated “driver”. We
learn more about hardware drivers in Section Three.
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INTERNAL HARDWARE COMPONENTS

A PC is a collection of internal hardware components often called “Circuit Boards” (or simply “Boards”) and
“Cards”.

The most important of all internal hardware items in a PC is the “Motherboard”.

The motherboard is the main circuit board in a PC. It contains all the circuits and components that run the
PC.

Major components found on the motherboard are:

% CPU - the Central Processing Unit is often an Intel Pentium or Celeron processor. It is the
heart of every PC. All scheduling, computation and control occurs here.

% CMOS chip—this is a chip on the motherboard that stores the “PC start up” information and is
used when the PC is turned on and starts it's “boot up” process. We learn more about the “boot
up” process in Section Two.

* Serial, parallel, USB ports and expansion slots—these are connection points the connects
the CPU to all internal and external hardware components.

The second most important internal hardware component is the internal hard drive. The hard drive is a disk
type component that holds all the software the most important being the operating system. When the
operating system is loaded onto the PC it is stored on the hard drive.

The other important internal hardware components would include:
#* Video and sound card—needed to for the PC monitor and any speakers being installed
* Network card—needed to connect to either an internet modem or to a WiFi network

# CD/DVD drives—used to load software and also to burn CDs and DVDs for backups

The operating system in conjunction with the CPU and other component drives is what makes a PC
operate.

As with external hardware components, it is important that when installing new internal hardware
components that they are compatible with the operating system.
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Earlier we spoke about the mother board and its many ports (or connection points).

CONNECTING INTERNAL HARDWARE COMPONENTS

When connecting internal hardware, you use the ports on the motherboard.

For example the internal hard drive is attached to the PC case by screws and from the back of the drive is a connection point
where a data cable is connected and then this cable is connected to the motherboard.

The two common hard drive connection cables are:

% SATA cables (also used to connect internal CD and DVD drives)
* |DE cables

Other internal hardware components such as video and sound cards are inserted into “expansion slots”. These are multi pin slots
that are part of the motherboard and the component is inserted into the slot to be connected.

L Without proper connections, the internal hardware components cannot be control by the operating system.

e ==

SATA cables IDE cables
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ICTICT201 - Use computer operating systems and hardware
Learning
Activity
Question

LEARNING ACTIVITY FOUR

What are the differences between internal and external components, what would a printer be considered as?

TEACHER / TRAINER GUIDANCE NOTES

Internal components are devices that are located within the case of the computer, whereas external components are used
outside of the computer. A printer would be considered an external device.
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ICTICT201 - Use computer operating systems and hardware

Learning

Activity

Question

LEARNING ACTIVITY FIVE

What are three most important external hardware devices when it come to installing operating systems and what are the two
most important internal hardware devices when it comes to installing operating systems?

EXTERNAL

= INTERNAL

TEACHER / TRAINER GUIDANCE NOTES

External—mouse, keyboard and monitor
internal—motherboard and hard drive
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USE COMPUTER OPERATING SYSTEMS AND HARDWARE

SECTION TWO—INSTALL AND CONFIGURE OPERATING SYSTEM AND APPLICATION SOFTWARE
WITH HARDWARE COMPONENTS

INTRODUCTION

After choosing an operating system, the next thing to do is install the software on to the computer and after doing so configuring
to work better for the user. Then after the operating system is installed the computer needs to have some application programs
installed. In this section we look at these subjects.

SECTION LEARNING OBJECTIVES

] At the completion of this section you will learn information relating to:

Installing and configuring the operating system to meet organisational requirements

Identifying functions associated with the operating system and associated boot process

S Configuring power management settings to minimise power consumption, as an environmentally sustainable
) measure

Using both the graphical user interface and the command line interface to perform basic tasks

Installing or upgrading application software onto the operating system and hardware configuration
Determining the relationship between an application program, the operating system and hardware
Identifying general differences between different computer platforms and their respective operating systems

r X %

X Rk
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INSTALL AND CONFIGURE THE OPERATING SYSTEM TO MEET ORGANISATIONAL REQUIREMENTS

Most PCs come with a version of Windows pre-installed. If the PC does not come preloaded with a version of Windows then a
DVD can be purchased and installed. For this example we will look at installing ‘Windows 7’ on a machine that does not have the

program preinstalled.

This is called a “fresh” install. We are assuming in these training materials that you are installing an operating system on a new
computer. We look at installing Windows 7 from an installation disk.

The first step is to insert the DVD with the windows program on it. Watch for a ‘Press any key to boot from CD or DVD...’
message similar to the one shown in the screenshot below.

Tap “Enter” the keyboard.

key to boot from CD or DUD
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At this point you simply wait until Windows loads the “temporary” files into the memory of the PC. There is a progress bar that
appears to show you how advanced the loading process is. After the file are loaded you will see a “splash” screen appear.

This is to tell you that the set up process is about to begin. Again you simple wait while this process is completed.

Starting Windows

File loading progress bar

Splash screen —

Teacher/Trainer
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ICTICT201 - Use computer operating systems and hardware

From each of the dropdown menus you choose the “Language to install, Time and currency format and Keyboard or input
method” that you'd like to use in Windows 7 and then you click “Next”.

A new window appears. You click on the button “Install now” and the Windows begins the actual install and set up process.

After click this button a new screen appears telling you that the setup process is beginning and you simply wait.

% Install Windows

-
Windows 7

% Install Windows

Dropdown menus

Languags to install

v
Ty
Windows 7

o &

Next

What to know before instaling Windows

Repair y computer

Copynght Aicronof Corparation. All nghts reserved.

Install now button

Setup is starting...
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ICTICT201 - Use computer operating systems and hardware

Soon a new window will appear. This one requires you to read and accept the Microsoft licence terms.

Also appearing is a “Progress Bar” that show you how far into the installation process you are. At this point you tick the
acceptance box and then click “Next”.

Please read the license terms

MICROSOFT SOFTWARE LICENSE TERMS

WINDOWS 7 ULTIMATE

These license terms are an agreement between Microsoft Corporation (or based on
where you live, one of its affiliates) and you. Please read them. They apply to the
software named above, which includes the media on which you received it, if any.
Printed-paper license terms, which may come with the software, may replace or modify
any on-screen license terms. The terms alse apply to any Microsoft

updates,

Licence terms

= supplements,

M

Internet-based services, and

gy
D=

Acceptance box

>

—
1 -

0 |

al Progress bar —__ WS

< Collecting information Installing Windows

> 1 2

< \
()

Next button
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ICTICT201 - Use computer operating systems and hardware

Next window to appear is the one that asks you what type of installation you want. You click on “Custom (Advanced)”.

Thee next window asks you where you want to install Windows. Because this is a new computer, there is only one place and that
is one the hard drive. You click on the hard drive line to highlight it and then click “Next”.

Which type of installation do you want?

Upgrade
Upgrade to a newer version of Windows and keep your files, settings, and programs.

'_1 The opticn to upgrade is only available when an existing version of Windows is
running, We recommend backing up your files before you proceed,

@ £7 Install Windows

Custom (Advanced)
Lq install

Where do you want to install Windows?

Help me decide

| MName | Total Size Free Space | Type |

|V Disk 0 Unallecated Space ‘

S~
” S
(N

E—

1 Collecting information 2 Installing Windows

h
1 -

#4 Refrech 2‘. Delete
T &% Load Driver jExtencl
LL . . .
‘ Highlight hard drive
~
\\
* N
vy

o ———— AR

1 Collecting information 2 Installing Windows

Teacher/Trainer
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ICTICT201 - Use computer operating systems and hardware

Windows begins the final installation step. This is the most time consuming part of the process. However there is nothing you
need to do but wait. You will see on the progress bar where the installation process is at each stage.

It also tells you that as Windows is being installed it will automatically shutdown and re-start. So you do not get worried that

something went wrong. As each installation stage is completed the progress bar moves forward and a “checkmark” appears next
to the stage completed.

£7 Install Windows

Installing Windows...

That's all the informaticn we need right now. Your computer will restart several times during

installation. \

J' Copying files

LLJ Installation gl Restart warning
- 1 Stages : [nitellin:; updates
| \\ ‘ Completing installation
~
N
(N
[ 1]
]
N
LL,
S~
>
N

1 Collecting information 2 Installing Windows

Progress bar
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ICTICT201 - Use computer operating systems and hardware

When Windows has completed the installation the next steps is configuring the Windows operating system for the first use. At this
stage the computer will shutdown and restart and the screen below will appear. Shortly after you are asked to name the “User” of
the computer. This is generally the person using the computer the most. You click “Next”. Then the next screen asks you to
provide a password. This is important if you do not want others to access the files on the PC. After entering your password, you
click “Next”.

L) Nindives
() @l SetUpWindows

Setup is preparing your computer for first use

f .
A , Windows' 7 Ultimate

- Choose 2 user name for your zccount and name your computer to distinguish it on the netwerk, U ser name
Type 2 user name (for example, Johnj:
Type a computer name :
007 Microssft Corporation. All rights reserved.
4 SetUp Windows

Set a password for your account

Creating a password is a smart security precaution that helps protect your user account from

unwanted users, Be sure to remember your password or keep it in a safe place.

Type a password (recommended):

Retype your password:

Type a password hint {required):

Choose a word or phrase that helps you remember your password.
If you forget your password, Windows will show you your hint,
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When you purchased Windows 7 DVD, there would have been a “Product Key” with the DVD. You need this “Product Key”
number at this stage in order to use the operating system. This matches your PC to a licenced Windows 7 operating system.

You type in the Product Key in the product key field.

=

@ 4 Set Up Windows

Type your Windows product key

You can find your Windows product key on a label included with the package that came with
your copy of Windows, The label might also be on your computer case. Activation pairs your
product key with your computer,

The preduct key locks similar te this:
PRODUCT KEY: MCOK- 30O MO0 - B0000 30000

Product Key ~_
| field ~

) (dashes will be added automatically)

> [¥] Automatically activate Windows when I'm online
N

N
¥al
L |
UJ What is activation?

‘ Read our privacy statement

N
Al
~
<

S
A
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ICTICT201 - Use computer operating systems and hardware

Once the Product Key is entered, Windows 7 operating system becomes activated and a series of basic configuration screens
appear. The first one is the updates screen and it is recommended that you click on “Use recommended settings” options.

The next screen is to set the time zone. You select the time zone you reside in by using the dropdown menu and then set the
time and date and then click “Next”. The next screen to appear is the security settings. In the “Select your computer's current
location” window you see now, Windows 7 is asking where your computer is located at so it can setup the proper network
security - tighter security for public areas and lighter for private ones like home and work.

Choose Home network or Work network if that applies to you. Choose Public network if you use a laptop computer and you
connect to the Internet or other computers away from home.

Recommended settings

Local time zone dropdown menu

(o) v SetUp Windows

Help protect your computer and improve Windows auto

I Use recommended settings s
b Install impertant and recommendsd updates, help make Internet browsing] ’Q BT SetUp Windows

online for selutions to problems, and help Microscft improve Windows.

/

\@j Install important updates only Review your time and date settings
M Only install security updates and other important updates for Windows,

Time zone

~, @ Ask me later T e
Until you decide, your computer might be vulnerable to security threats. (GMT-08:00) Pacific Time (U5 & Canada) -
]
[#] Autoratically adjust cleck for Daylight Saving Tirme
¢ Lesm more about each option : ) @ | 55 Up Windoves
2N When you use recommended settings or install updates only, some information is sent Date: Time:
L ) Microsoft. The information is not used to identify you or contact you. To turn off thef
|ater, search for ‘Turn off recommended setting’ in Help and Support. Read the privac 4 June, 20060 k r- Select your cumputer's current location
Su Mo Tu We Th Fr Ss i

) R R A L B - [

7 B bW N 1[0 1= g -
14 15 16 17 18 19 2 \\ -

0
A 2 3 M i
;4

a

This computer is connected to a network. Windows will automatically apply the correct netwark
settings based on the network's location.

Home network
L.-'./ If all the computers on this netwark are at your home, and you recognize therm, this is a

trusted home network. Don't choose this for public places such as coffee shops or
airports.

/ Work network

f all the computers on this network are at your workplace, and you recognize them, this
is atrusted work network. Don't choose this for public places such as coffee shops or
il

Public network
If you don't recognize all the computers on the network (for example, you're in a coffee

shop or airport, or you have mobile broadband), this is a public network and is not
trusted.

> .
— Set time and date
:1

Set computer location

If you aren't sure, select Public network,
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ICTICT201 - Use computer operating systems and hardware
Learning
Activity
Question

LEARNING ACTIVITY ONE

Where are the two places you would most commonly find the Product Key for Windows 7

Al TEACHER / TRAINER GUIDANCE NOTES
=

1 1) Inside the official packaging of Window 7
o 2) On the PC case
1]
-]
al
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ICTICT201 - Use computer operating systems and hardware
Learning
Activity
Task

LEARNING ACTIVITY TWO

In brief and bullet point form, describe the steps that you go through to install Windows 7 on a new computer using an installation
disk.

Copyright
2016

Teacher/Trainer
Manual



ICTICT201 - Use computer operating systems and hardware

TEACHER / TRAINER GUIDANCE NOTES

Insert DVD installation disk

Wait while temporary files are loaded
Set language, input method

Agree to licence

Pick type of installation

Pick location on hard disk to store operating system
Install windows

Create username and passwords
Insert product key

Set time zone and time and date
Choose location of computer

P R R - D D D D
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INSTALLING WINDOWS 10

Windows10 was released as a redeveloped version of Windows 8 in late 2014. Microsoft then offered a
free upgrade to all PC owners who has Windows 7 or 8 and this free upgrade offer will end in July 2016.

Except for OEM installations (Windows 10 installed on new computers by manufacturers), all other
installations are conserved upgrades and the only method of getting a Windows upgrade is to access it
through the internet and download the operating system.

There are two ways of installing Windows 10. One is called “In-place” upgrade. And the other is called a
“Clean” installation.

The major advantage of doing an in-place upgrade is that you do not have to reformat your hard drive.

) The new operating system will simply replace your previous installation and you'll be able to keep all of
] your files and programs. This process takes the least amount of time, as technically you are not required
1 to do a backup (though it's highly recommended you do).

> A “Clean” installation is needed if you are installing Windows 10 in a new custom built computer (a PC
that has not been built by a manufacture and has had an OEM version of Windows 10 installed at the
‘A factory).

1 Over the next few pages we will look at how to install Windows 10 using the in-place upgrade method.
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ICTICT201 - Use computer operating systems and hardware

You go to Microsoft website and locate the Windows 10 upgrade page. You click on the button that says “Upgrade Now” and a

window will appear stating that the download is about to begin and you simply wait.

@ Windows 10 - Mozlla Frefox —— - — —— - =B I
k Dathboard - Admin oral * | & Roundeube Webmail zlnbox % | B Windows 10 «\*
€ |l @  nupsy/wew microsoftoom/an-: frware-download, windows] @ O, install windows 10 upgarde T B D 3 AR O 80 a =
B3 Microsoft
|

Software Dowple== Pl

Shop«  Products «

Looking to upgra
Qualified Windows 7 o

Click the Upgrade now but

2% Microsoft
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Soon a new window appears and this is showing you the progress of the downloading. Once all the Window 10 files have been
downloaded a new screen appears stating the upgrade is ready and you need to restart your PC, so you click “Restart now”.

T & o« Systern and Security » Windows Update w Search Control Panel -

Contral Panel H .
ontrePanettiome Windows Update

ETLL..?":“‘ A Download progress
Visw upelats history l Dcwnlogg Windows 10

I
Restore hidden updates

2,695.0 ME tetal, 31% complete...

| Step download

Muast recent check for updates:  Today at 835 AM
Updates were installed: Today at 556 AM.
You receive updates: For Windows snd other products from Micresoft Update

Restart now

See also T @ « System and Security » Windows Update v O Search Control Panel
Installed Updates
B Add features to Windows 8.1 Control Panel Home

Windows Update
Check for updates
Change settings

I N .
View update history ; Your upgrade to Windows 10 is ready
. You need to restart your PC to begin the installation. This
Restore hidden yndat

might take 2 while, but we'll let you knew when it's dene.

Upgrade ready

Muost recent check for updates:  Today at 7:43 AM

Updates were installed: Today at 807 AM.

You receive updates: For Windows and other products from Microsoft
Update

See also
Installed Updates
' Add features to Windows 8.1
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When the PC has finished it’'s restart, a new window appears and this starts the actual Windows 10 installation when you click on
“Start Upgrade Now”. Before the upgrade process begins you would need to agree with the licence terms by clicking on “Accept”.

Bm Windows

YOU ru pg rade |S Save your work and leave your PC plugged in

and turned on. The upgrade might take a

1 while, but we'll let you know when it's done,
ready to install Start Upgrade Now

Schedule it for later ‘ Start the upgrade now

BE Microsaft  Support  Legal 7 Windows Update s

Great, we'll get the upgrade started

First, here's same important stuff:

Last updated July 2[!15|:
MICROSOFT SOFTWARE LICENSE TERMS m
WINDOWS OPERATING SYSTEM

IF YOU LIVE IN (OR IF YOUR PRINCIPAL PLACE OF BUSINESS IS IN) THE UNITED STATES, PLEASE READ THE
BINDING ARBITRATION CLAUSE AND CLASS ACTION WAIVER IN SECTION 10. IT AFFECTS HOW DISPUTES ARE
RESOLVED.

Thank you for choosing Microsoft! -

INETALLATION INFORMATION: Some Windows 10 faature:s require agdvanced hardware; some axizsting fealures have been modified or AC C e pt
removed; Windows 10 is automatically updated during the support period; suppart may vary by device
More information

Decline Accept

®Microsaft  Support  Legal
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On your PC screen a new image appears tells you the progress of the installation. It also lets you know that the PC will restart a
few times. Just before the upgrade is completed you are presented with a window that suggests you “Use Express Settings”. This

saves time you going through numerous windows configuring the operating system. Once this is done, the basic installation of
Windows 10 is complete.

Upgrading Windows

Your PC will restart several times. Sit back and relax

Get going fast

W ‘ w 2 6 /0 Change these at any time. Select Use Express settings to:

W with other associate ut data to Microsoft. Let Microsoft use that info to improve the suggestion
and recognition platforms.

S Let Windows and apps request your location, including location history, and use your advertising D
sonaliz ed partners some location data to improve
N
¢ \‘ - otect you from malicious web content and use page prediction to improve reading, speed up
S ake your overall experience better in Windows browsers. Your browsing data wall be
L
UJ Automatically connect to suggested open hotspots and shared networks. Not all networlks. are
Secure.,
‘ Installing features and drivers Configuring settings
Q\ﬁ Send emor and diaanostic information to Microsoft.
~,
]
~
5
¥a)
k |

Use Express settings
y

Use Express Settings
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Learning
Activity

Question

LEARNING ACTIVITY THREE

What does the term “in-place upgrade” refer to?

Al TEACHER / TRAINER GUIDANCE NOTES
S
1 It means to install an new operating system as an upgrade in a computer and replace an older version of the operating system
o with need to remove files and folders.
1]
-
al
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Learning
Activity
Question

LEARNING ACTIVITY FOUR

In brief and bullet point form, describe the steps that you go through to install Windows 10 upgrade on an existing computer with
Windows 7 or 8.
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TEACHER / TRAINER GUIDANCE NOTES

¥ X ow X %

Locate upgrade Windows 10 Microsoft website
Download Windows 10 upgrade

Restart after download

Install Windows 10

Select Express settings

ICTICT201 - Use computer operating systems and hardware
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CONFIGURE THE COMPUTER SETTINGS TO BEST SUIT THE USER

At this point you will have installed Windows 7 on the PC and performed some basic configuration tasks. Windows 7 can be also
configured in other ways based on the user’s preferences.

The “Control Panel” is a single location for all commands, controls and functions associated with configuring and customising
Windows 7 and other Windows versions. You should use the commands found here with caution since misuse could degrade the
performance of your system.

Use the following steps to open the “Control Panel”:

From the “Start” menu, select “Control Panel” and then the “Control Panel”

Default Programs

FileZilla

£ Microsoft Office Publisher 2007 3 ~ =
] Help and Support

Calculator

|f__'13 Microsoft Office PowerPoint 2007 »

o GIMP2

»  AllPrograms

Start menu

0 ‘Q‘ Ease of Access Center
la Fonts
& Indexing Optiens
&2 Keyboard
F & Mouse

& Parental Controls
F [&] Phone and Modem
@ QuickTime (32-bit)
& Region and Language
@ Speech Recognition
. Taskbar and Start Menu
‘t;'. Windows Anytime Upgrade
QWMdows Firewall

Flash Player (32-bit)

el Getting Started

B Intel(R) Graphics and Media
Location and Other Sensors

%% Network and Sharing Center

M Performance Information and Tools
3 Power Options

& Realtek HD Audic Manager

5 Remotefpp and Desktop Connections
@ Sync Center

[## Troubleshooting

a Windows CardSpace

@ Windows Live Language Setting

.":J" Microsoft Office Outlook 2007 . . .
.
window is displayed.
{ ) Synergy
Documents
G Google Chrome 3
— Pictures
= Microsoft Office Word 2007 »
1= _ "
Music -
[
Adobe Reader X 4 i .
gl Adjust your computer’s settings View by:  Smallicons ¥
— Games
|25 Microsoft Office Excel 2007 ’
Computer
— N d * [ ¥ Action Center Administrative Tools (g AutoPlay
otepa 3
- ,-' P Control Panel ‘@ Backup and Restore Bl Color Management [B Credential Manager
,"'@ Internet Expl . F ¥ Dateand Time © Default Programs [ Desktop Gadgets
! ntern orer —
o P Devices and Printers &4 Device Manager 5 Devices and Printers & Display

Folder Options
* HomeGroup
€ Internet Options
B Mail 32-bit)
Motification Area Icons
i,_‘ Personalization
Programs and Features
2] Recovery

% Sound

184 System

82, User Accounts

i Windows Defender

& Windows Update

Control Panel window
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The first step in customising your desktop is to set up a screen saver.

A screen saver is a small program that takes over the display screen if there are no keystrokes or mouse movements for a

specified duration. Screen savers were originally developed to prevent ghosting, the permanent etching of a pattern on a display

screen. For older monochrome monitors, ghosting often occurred if the same pattern was displayed on a display screen for a
long period of time. Screen savers would prevent this by either blanking out the screen entirely, or by displaying a constantly

moving image.

Modern display screens do not suffer so much from this problem. Today, therefore, screen savers are mostly an adornment, a

way to liven up the computer. Many screen savers provide another benefit, hiding a user's work from would-be snoopers. These

screen savers fill the display with an image or animation until the user enters a password.

To set up a screen saver, click the ‘Personalization’ icon in the ‘Control Panel’ window and then select ‘Screen Saver’.

Adjust your computer’s settings

L P Action Center
‘&,‘ Backup and Restore
F 7 Dateand Time
=5 Device Manager
I i@? Ease of Access Center
A Fonts
¢ Indexing Options
&2 Keyboard
F & Mouse
& Parental Controls
F [ Phone and Modem
€l QuickTime (32-bit)

)

& Region and Language

@ Speech Recognition

|l Taskbar and Start Menu

£ Windows Anytime Upgrade

ﬁ Windows Firewall

@ - . [53 » Control Panel » All Control Panel Items » - Search Control Panel

Administrative Tools

O Color Management

liﬁﬁ Default Programs

@ Devices and Printers

Flash Player (32-bit)

=1 Getting Started

w Intel(R) Graphics and Media
E¥ | ocation and Other Sensors
5% Network and Sharing Center
B Performance Information and Tools
% Power Options

& Realtek HD Audio Manager

% RemoteApp and Desktop Connections

@) Sync Center

[ Troubleshooting

a Windows CardSpace

@ Windows Live Language Setting

View by:  Small icons =

"3 AutoPlay
Credential Manager
[ Desktop Gadgets
B Display
Folder Options
h& HomeGroup
€ Internet Options
B Mail 32-bit)
B Motification Area lcons
& personalization
[&l Programs and Features
i Recovery
% Sound
1B System
82, User Accounts
i Windows Defender

=1 Windows Update

ICTICT201 - Use computer operating systems and hardware

K lsld = << All Control Panelltems » Personalization

- 4,' Search Cantrol Panel

Contrel Panel Home

Change desktop icons
Change mouse pointers

Change your account picture

Seealso
Display
Taskbar and Start Menu

Ease of Access Center

Change the visuals and sounds on your computer

Click a theme to change the desktop background, window celor, sounds, and screen saver all at

once,

My Themes (4)

Unsaved Theme

Lightning

AN

NASA Spacescapes

Savetheme  Get more themes online

m

l

Window Color
L

Desktop Background

Harmony

dh ‘
J
Q;% ®
- Screen Saver
Quirky None

\/
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In the “Screen Saver” panel, click the down arrow and select a screen saver. To customise the screen saver, click “Settings”

EX Screen Saver Settings & P9

Screen Saver
A
Winos 7 7 /

Screen saver

(30 Text || settings.. || Preview i
n
\Wait: 1 | minutes [] On resume, display logon screen
| ‘ w Power management

‘ Conserve energy or maximize performance by adjusting display
brightness and other power settings.

L1 Change power settings
, Lhange power setings

oK H Cancel H Apply ]

i Depending on the screensaver you have selected the “Settings” will allow you to change size, colour and speed of fonts,
- graphics or textures.

The screen saver starts if your computer is idle for the number of minutes specified in the “Wait” box. To clear the screen saver
after it has started, move your mouse or press any key.
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The background of your desktop can be likened to a wall or a picture window in your house. You can have different colours and
even textured wallpaper on the walls of your house . This holds true with the desktop.

To change the background of your desktop you start by opening up the ‘Control Panel’ window and click the ‘Personalization’
icon in the ‘Control Panel’ window and then click ‘Desktop Background’

Adjust your computer’s settings

L P Action Center
‘&? Backup and Restore
F 7 Dateand Time
=5 Device Manager
I i@? Ease of Access Center
A Fonts
¢ Indexing Options
&2 Keyboard
F & Mouse
& Parental Controls
F [ Phone and Modem
€l QuickTime (32-bit)

)

& Region and Language

@ Speech Recognition

ikl Taskbar and Start Menu

£ Windows Anytime Upgrade

ﬁ Windows Firewall

Administrative Tools

O Color Management

liﬁﬁ Default Programs

@ Devices and Printers

Flash Player (32-bit)

=1 Getting Started

w Intel(R) Graphics and Media

E¥ | ocation and Other Sensors

5% Network and Sharing Center

B Performance Information and Tools
@ Power Options

& Realtek HD Audio Manager

% RemoteApp and Desktop Connections
@ Sync Center

[ Troubleshooting

a Windows CardSpace

@ Windows Live Language Setting

’_’(-\ - . @ v Control Panel » All Control Panel Items » - Search Control Panel

View by:  Small icons =

"3 AutoPlay
Credential Manager
[ Desktop Gadgets
B Display
Folder Options
ﬁ& HomeGroup
€ Internet Options
B Mail 32-bit)
B Motification Area lcons
& personalization
[&l Programs and Features
i Recovery
% Sound
1B System
#2, User Accounts
i Windows Defender

=1 Windows Update

ICTICT201 - Use computer operating systems and hardware

-a’ <« All Control Panel ltems » Personalization

- 4,' Search Cantrol Panel

Contrel Panel Home

Change desktop icons
Change mouse pointers

Change your account picture

See also

Display

Change the visuals and sounds on your computer

Click a theme to change the desktop background, window celor, sounds, and screen saver all at

once,

My Themes (4)
Unsaved Theme Lightning NASA Spacescapes

Savetheme  Get more themes online

m

m e 2

indow Coler Sounds

Taskb: d Start M
s anc art taenu Desktop Background W
Ease of Access Center Harmony Leaf Quirky

Screen Saver

None

~_—

In the ‘Background’ list, click the image you want to use as your background. You can select a series of pictures and windows

You can also apply a 'picture’ that is on file on your computer. To do this. Click on ‘Browse’ and locate the file that has the picture
you wish to use as your desktop background.

Double click on the picture and then click ‘Save changes'.




ICTICT201 - Use computer operating systems and hardware

In the ‘Background’ list, click the image you want to use as your background. You can select a series of pictures and windows

You can also apply a 'picture’ that is on file on your computer. To do this. Click on ‘Browse’ and locate the file that has the picture
you wish to use as your desktop background.

Double click on the picture and then click ‘Save changes'.

e =R g
@O-|?’ « Personalization » Desktop Background - |‘u’ | | Search Control Panel 0 |

Choose your desktop background
Click a picture to make it your desktop background, or select more than one picture to create a slide show, -
Picture location: ’Windows Desktop Backgrounds V] ’ Browse... ]/

| Selectall || Clearall |

" | T IR G N B

W I
. |
< [ |

4 Windows (1)

>
(N
L ]

g

L |
} Picture positien: Change picture every:
A 20 minutes Shuffle /
(. Center - P
~
o Change background color
~
N
[ ) Save changes Cancel

I J
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DISPLAY FEATURES

ICTICT201 - Use computer operating systems and hardware

You can also change the brightness of the screen and the size of the desktop elements.

To do this you again go to the “Control Panel” and select “Display”. Here you can make the elements on your desktop bigger or
smaller.

A

Adjust your computer’s settings

P Action Center
'@ Backup and Restore
& Date and Time
=0 Device Manager
'@' Ease of Access Center
A Fonts
¢ Indexing Options
&2 Keyboard
F Mouse
:E. Parental Controls
| Phone and Modem
@ QuickTime (32-bit)
& Region and Language
@ Speech Recognition
..L Taskbar and Start Menu
:‘_-'. Windows Anytime Upgrade

ﬁ Windows Firewall

Administrative Tools

Ol Color Mznagement

'%9 Default Programs

% Devices and Printers

Flash Player (32-hit)

=] Getting Started

w Intel(R) Graphics and Media
[ Location and Other Sensors
:,_;: Metwork and Sharing Center
B Performance Information and Tools
@ Power Options

& Realtek HD Audic Manager

3 RemoteApp and Desktop Connections

@ Sync Center
[ Troubleshooting
a Windows CardSpace

@ Windows Live Language Setting

[53 » Control Panel » All Control Panel ltems » L Search Control Panel yel

View by:  Small icons ~

Ea AutoPlay

[E Credential Manager
[ Desktop Gadgetg
B Display
Folder Options

) HomeGroup

Inte
Control Panel Home . . \
P Mail Make iffeasier to read what's on your screen
Noti Adjust resolution You can cljange the size of text and other items on your screen by choosing one of these options. To

& pers % Calibrate color

Prog Change display settings
i Rec Adjust ClearType text

% Sou Set custom text size (DPI)
1B Syt

82, User|

i win

o Win

temporarily enlarge just part of the screen, use the Maagnifier tool.

v

[ ) Smaller - 100% (default)

Preview

@ Medium - 125%

() Larger - 150%

To make your screen brighter or darker, you would need to use the monitor settings. Each monitor is different so you would need
to refer to the monitor user manual for instructions.
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MOUSE PROPERTIES

There can be times the mouse pointer seems to zoom out of control when you move the mouse to point and click, or you run out
of desk space because it's too slow. The next few paragraphs shows a procedure to change the mouse speed. The following
procedures apply to Windows 7 for the PC.

To change the clicking speed of your mouse go to the ‘Start’ menu, select ‘Control Panel’ and then click the ‘Mouse’ icon.

{:'Jv Microsoft Office Qutlook 2007

{) Synergy

G Google Chrome

ME Microsoft Office Word 2007
J.‘-—_ Adobe Reader X

|2X = Microsoft Office Excel 2007

Documents

Pictures
Music
Games

Computer

@ - {5l v Control Panel » All Control Panel tems » < Search Cantrol Panel £

Adjust your computer's settings

View by:  Smallicons =

— L ? Action Center Administrative Tools [ng AutoPlay
B J Motepad 4 ) :
- = @ Backup and Restore 4| Color Management Credential Manager
Control Panel 5
= R F % Date and Time ® Default Programs [ Desktop Gadgets
™~ @ Internet Explorer » o o ) _'
) Devices and Printers &n Device Manager o Devices and Printers = Display

FileZill il @' Ease of Access Center Flash Player (32-bit) Folder Options
\ ileZilla .
N Default Programs I Fonts £l Getting Started *d HomeGroup
Ja) M g
{ | L . . .
L 3 Microsoft Office Publisher 2007 » HElp = Suppmt ¢ ¢ Indexing Options B Intel(R) Graphics and Media Intamet Options
&= Keyboard Location and Other Sensors J Mail (32-bit)
F Mouse 5% Network and Sharing Center Motification Area Icons
Calculator = 9 —
UJ - Mouse / 8 Parental Controls M Performance Information and Tools Bl Personalization
‘ Microsoft Office PowerPoint 2007 F £l Phone and Modem H Power Options Programs and Features
N @ QuickTime (32-bit) & Realtek HD Audio Manager i Recovery
L\—\ L GIMP 2 < & Region and Language ™5 RemoteApp and Desktop Connections % Sound
\‘ & Speech Recognition ®) Sync Center 18 System
— » All pngfEmS A Taskbar and Start Menu [ Troubleshootin 82, User Accounts
] S
]
< ‘; Windows Anytime Upgrade a Windows CardSpace i Windows Defender
y N |‘=P LN programs and jues R | 0 Windows Firewall @ Windows Live Language Setting & Windows Update
N
k |

Control Panel window

Start menu
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Learning

Activity

Task

LEARNING ACTIVITY FIVE

In this activity you are to select the screen saver that allows you to place 3D text into a screen saver.

When you have located this screen saver option, put your name in the text area and see how it looks.

You can adjust the speed, the type of movement and colours.

This activity should be done in front of your teacher or trainer. If you are doing this at work or at home, you will need
someone to observe you performing this activity. These persons observing you doing this activity will need to have the skills

themselves to do this activity so that they can confidently say you have performed this activity successfully.

] Your teacher or trainer will likely require some type of evidence that you have performed this activity successfully and your
2l teacher or trainer will let you know what form this evidence will need to be.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps to reinforce the knowledge that the student has gained in this section. It is best if the
student or trainee were able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide
evidence that they observed the student or trainee perform this activity successfully.
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Learning

Activity

Task

LEARNING ACTIVITY SIX

In this activity you are to try six different types of background and window element schemes located in the ‘Display
Properties’ - ‘Appearance’ tab. Below tell us what six schemes you tried and which one you liked best.

The Best
1]

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps to reinforce the knowledge that the student has gained in this section. It is best if the
student or trainee were able to do this while the teacher or trainer watches.

P—— evidence that they observed the student or trainee perform this activity successfully.
2016

Al
M ] . . . . . .
- If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide



ICTICT201 - Use computer operating systems and hardware
Learning
Activity
Question

LEARNING ACTIVITY SEVEN

What is the purpose of the ‘Control Panel'?

LL]

]

Al

=

%)

1] TEACHER / TRAINER GUIDANCE NOTES

TW The ‘Control Panel’ is a single location for all commands, controls and functions associated with configuring and customising
LL Windows.
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WINDOWS 10 CONTROL PANEL

ICTICT201 - Use computer operating systems and hardware

Windows 10 “Control Panel” like Windows 7 is a single location for all commands, controls and functions associated with
configuring and customising Windows 10 and other Windows versions. To locate the Windows 10 “Control Panel” you click on

the “Start” menu.

Control Panel

Start Menu

1+ B » Control Panel »

Adjust your computer’s settings

il  System and Security
. Review your computer's status
Save backup copies of your files with File

History
Find and fix problems

. Network and Internet
ﬁh View network status and tasks

“&2., Choose homegroup and sharing options

; Hardware and Sound
= View devices and printers
| Add a device

- Programs
'
h‘ I Uninstall a program

I

e
9
@

AN v} Search Control Panel y-
View by:  Categery «

User Accounts and Family Safety

@ Change account type
@' Set up Family Safety for any user

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen reselution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display
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We look at customising your desktop in Windows 10 starting by setting up a screen saver.

A screen saver is a small program that takes over the display screen if there are no keystrokes or mouse movements for a
specified duration. Screen savers were originally developed to prevent ghosting, the permanent etching of a pattern on a display
screen. For older monochrome monitors, ghosting often occurred if the same pattern was displayed on a display screen for a
long period of time. Screen savers would prevent this by either blanking out the screen entirely, or by displaying a constantly

moving image.

Modern display screens do not suffer so much from this problem. Today, therefore, screen savers are mostly an adornment, a
way to liven up the computer. Many screen savers provide another benefit, hiding a user's work from would-be snoopers. These
screen savers fill the display with an image or animation until the user enters a password.

To set up a screen saver, click the “Appearance and Personalization” icon and then on the next window you click on “Change

Screen Saver”

+ g;‘ v Control Panel »

Adjust your computer’s settings

il  System and Security
A 5 Review your computer's status

Save backup copies of your files with File
History
Find and fix problems

Metwork and Internet

g
“ M View network status and tasks

Choose hemegroup and sharing options
, / Hardware and Sound

-
»ﬁ‘ View devices and printers
Add a device

B¢ Programs

I:} b Uninstall a program

B Cantrol Panel

® ¢ §F K

v & Search Control Panel y-

View by: Categor

User Accounts and Family Safety

‘E‘:!'Changr: account type
‘f‘:;' Set up Family Safety for any user

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

=) |

v

/

Change Screen Saver o

nel » Appearance and Personalisation v O

5|

2
il

¥ Accommodate low vision

Search Control Panel

Personalisation

Change the theme | Change sound effects | Change screen saver

Display

Make text and other items larger or smaller | Adjust screen reselution

Taskbar and Navigation
Navigation properties

Ease of Access Centre
Use screen reader | Turn on easy access keys

Turn High Contrast on or off

File Explorer Options

Specify single- or double-click to open | Show hidden files and folders

Fonts

Preview, delete, show or hide fonts | Change Font Settings | Adjust ClearType text

Desktop Gadgets

All gadgets | Get more gadgets online | Uninstall | View available gadgets
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In the “Screen Saver” panel, click the down arrow and select a screen saver. To customise the screen saver, click “Settings”

&S Screen Saver Settings x

Screen Saver

Screen saver
3D Text il Settings... Preview
‘ w \ Wait: 15 minutes[ ] On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting
display brightness and other power settings.

Change power settings

oK Cancel Apply

Depending on the screensaver you have selected the “Settings” will allow you to change size, colour and speed of fonts,
graphics or textures.

The screen saver starts if your computer is idle for the number of minutes specified in the “Wait” box. To clear the screen saver
after it has started, move your mouse or press any key.
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The background of your desktop can be likened to a wall or a picture window in your house. You can have different colours and
even textured wallpaper on the walls of your house . This holds true with the desktop.

To change the background of your desktop you start by opening up the ‘clicking on the “Start Menu” and the clicking on
“Settings”. In the next window you click on “Personalization”.

Personalization\

Settings — X

:Q: Settings | I:'nr.: a setting |

jm} B & " R

Accounts

System Devices Network & Internet Personalization .
. _ _ Your account, sign-in
Display, notifications, Bluetoaoth, printers, Wi-Fi, airplane mode, Background, lock
- o options, workplace
search, power mouse, keyboard Ethernet, VPN screen, colors, sounds

account

Settings

(AD:J—'-L r EI O

2 . Ease of Access Privacy Update & recovery
Start Menu g;T:ﬁ;:in!i:;gni Narratar, magnifier, Location, webcam, Windows Update,
\ T high contrast microphane backup, recovery
N
LL
™~
]
~
5
' A
U
S/ | — </ Dl E
,)‘ﬁ‘/!—) : ,//*‘/Vi“ﬁ
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In the next screen you can chose what the desktop background will be. It can be simply solid colours or a picture that Windows
10 has provide or even your own favourite picture.

To use your own picture you locate the picture on your PC using “Browse” and click on the picture file and then click on “Fill” to
make the desktop background your own picture.

Background € setngs o x
\ 5%  PERSONALIZATION Find a setting

Background .
Preview

Colors
Lock screen

Themes

W ‘ w Start

= Aa

LL Background options __|

~
) Background
]

< Picture

Choose your picture

Browse

Choose a fit

s Fill

\‘ .
Teacher/Trainer
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DISPLAY FEATURES
You can also change the brightness of the screen and the size of the desktop elements.

To do this you again go to the “Control Panel” and select “Appearance and Personalization” and then select “Display”. Here you
can make the elements on your desktop bigger or smaller.

= Control Panel = B

T @ + Control Panel » v O Search Control Panel P / Dlsplay

Adjust your computer’s settings Viewby: Category ¥ nel » Appearance and Personalj#ftion v D Search Control Panel
gl  System and Security User Accounts and Family Safety P
- Review your computer's status I '{“i' Change account type w Srsorn

3 <™ Cha hetheme | Changesound effects | Change screen saver

Save backup copies of your files with File '&' Set up Family Safety for any user /
History

Find and fix problems Appearance and Personalization Q Digplay
- Network and Internet %’ E:ﬂngdr&lﬁ:e”: § I == Make text and other items larger or smaller | Adjust screen resolution
e, ange desktop background
L‘Lw “I View network status and tasks Adjust screen resolution - L .
< Choose hemegroup and sharing opticns i Taskbar and Na\"gatlon
1 & Clock, Language, and Region EEEm Mavigation properties
~ ./ Hardware and Sound R Add a language
[ ] ‘ \%ﬂ "‘TT (IEI\_.-\EE[ and printers ) Change input methods II_,-- --\.I Ease Df Access Centre
~. et teeE Change date, time, or number formats ‘¥ Accommodate low vision | Usescreen reader | Turn on easy access keys
s E—=7% Programs Ease of Access Turn High Contrast on or off
) § P .
L) Uninstall a program Let Windows suggest settings o g
\\ = Optimize visual display = File EXPID rer Optlons
L‘ 8 Specify single- or double-click to open Show hidden files and folders

Fonts
A Preview, delete, show or hidefents | Change Font Settings | Adjust ClearType text

h
—

Desktop Gadgets
—I=° Allgadgets = Get more gadgets online | Uninstall | View available gadgets

SAMP
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In this window you can increase and decrease the size of the text, icons and so on and change the brightness of the screen
using the slider settings in the “Display” settings.

Settings - 2 %
o « System -2 Find a setting £
Display

Customize your display
Notifications & actions

Installed apps
Multitasking

Tabler MOde 2 E

Speech

Battery saver

Power & sleep

LL} Storage

Identify Detect Connect to a wireless display

Change the size of text, apps, and other items: 150% (Recommended)

. . = -
S|Idel’ SettlngS OThne maps 7

L \\ Lack rotation of this display

]
. == on

; Windows Defender Brightness level
= N About
L‘ W Adjust my screen brightness automatically

‘ Share

@5 off
Tablet Mode . i

LL} Multiple displays

w About Extend desktop to this display ~

~

LL,
~,

]
g

5

* N
)
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MOUSE PROPERTIES
There can be times the mouse pointer seems to zoom out of control when you move the mouse to point and click, or you run out

of desk space because it's too slow. The next few paragraphs shows a procedure to change the mouse speed. Again you go to
the “Control Panel” and select “Hardware and Sound”, then select “Mouse” under “Devices and Printers”.

Devices and Printers \

o]

Control Panel — ]

w» Control Pa

Control Panel Home

Hardware and Sound

+ Hardware and Sound » v

. / Devices and Printers
E5|

System and Security Add a device | Advanced printer setup Mouse '&' Device Manager
Change Windows Te Go startup options
MNetwork and Internet
¢ Hardware and Sound AutoPIay . . . . -
/ J Change default settings for media or devices | Play CDs or other media automatically
Hardware and Sound Programs _ ;
LL} User Accounts and Family i :ﬁJ Soun

Safety

Appearance and
Personalization

Clock, Language, and Region

N Adjust system volume | Change system sounds

Manage audic devices

Power Options
Change battery settings
Require a password when the computer wakes

Change what the power buttons do

> Ease of Access Adjust screen brightness
< n Display
R # Make text and other items larger or smaller | Adjust screen resolution
( \\ How te correct moeniter flicker (refresh rate)
L
[73l, Windows Mobility Center
_# Adjust commonly used mohbility settings | Adjust settings before giving a presentation

h
1 -

Location Settings
¥ Change location settings

3 - " Viobi i '
LL (‘E‘)) Windows r\-’lc_nblle Device Center
) Change connection settings
™~
]
~
5
¥a\
L)
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A new window appears and you click on the tab “Pointer Options”. In the “Motion” area you can adjust the mouse speed to what
you feel comfortable with using the adjustment slider. Once you have chosen your mouse settings you click “Apply”.

Pointer Options

Speed adjustment [y Selectaponterspesd
> Sow i

s

[¥] Enhanice pointer precision

Snap To
[¥] Putomatically move pointer to the defaulk button in a

[  dalogbax
Visibilit
L . .
W &_ || Display poirter trails

al
~ ' [¥] Hide poirter while typing
\! b [] Show location of pointer when | press the CTRL key
A Apply
L1
]

N
LL
~.
<

N

-
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Learning

Activity

Task

LEARNING ACTIVITY EIGHT (A)

This activity is for those using Windows 10.

In this activity you are to select the screen saver that allows you to place 3D text into a screen saver.
When you have located this screen saver option, put your name in the text area and see how it looks.
You can adjust the speed, the type of movement and colours.

This activity should be done in front of your teacher or trainer. If you are doing this at work or at home, you will need
L someone to observe you performing this activity. These persons observing you doing this activity will need to have the skills
] themselves to do this activity so that they can confidently say you have performed this activity successfully.

Your teacher or trainer will likely require some type of evidence that you have performed this activity successfully and your
teacher or trainer will let you know what form this evidence will need to be.

TEACHER / TRAINER GUIDANCE NOTES
1]

This is a practice exercise. It helps to reinforce the knowledge that the student has gained in this section. It is best if the
student or trainee were able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide
evidence that they observed the student or trainee perform this activity successfully.
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Learning

Activity

Task

LEARNING ACTIVITY NINE (A)

This activity is for those using Windows 10.

In this activity you are to try two different types of desktop backgrounds; one must be a picture of yours.

This should be done in front of your teacher or trainer.

If you are doing this at work or at home, you will need someone to observe you performing this activity. These persons
observing you doing this activity will need to have the skills themselves to do this activity so that they can confidently say you

have performed this activity successfully.

] Your teacher or trainer will likely require some type of evidence that you have performed this activity successfully and your
teacher or trainer will let you know what form this evidence will need to be.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps to reinforce the knowledge that the student has gained in this section. It is best if the
student or trainee were able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide
evidence that they observed the student or trainee perform this activity successfully.

Copyright
2016

N
L1,
~,
.
N
Teacher/Trainer
L ETUE



ICTICT201 - Use computer operating systems and hardware

IDENTIFY FUNCTIONS ASSOCIATED WITH THE OPERATING SYSTEM AND ASSOCIATED BOOT PROCESS
When you turn on your computer is goes through a various number of processes called the “PC Boot Process”.

Basically the boot process (or Booting Up processes) is getting the operating system up an running so that all the hardware and
application software can be used. (we learn more about application software later in this section)

The term “booting up” a computer comes from the term “bootstrapping” a term to describe someone pulling themselves up by
their bootstraps without anyone’s help.

So when a computer boots up it does this all by itself automatically.
Your computer knows how to boot because instructions for booting are built into one of its chips, the BIOS (or Basic Input/Output

System) chip on the motherboard. In order for a computer to successfully boot, its BIOS, operating system and motherboard
L] components must all be working properly; failure of any one of these three elements will likely result in a failed boot sequence.

JPL

Motherboard

N/
D/l

h
1 -

Pl

BIOS chip

Wi

LI R AL

-/
- J

-
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When the computer's power is first turned on, the “Central Processing Unit” (CPU) on the motherboard starts up, and the boot
process begins when the CPU look to the system's BIOS chip for its first instruction in the start up program. The first instruction
is the instruction to run the power-on self test (POST).

The POST is a built-in diagnostic program that checks your hardware to ensure that everything is present and functioning
properly, before the BIOS begins the actual boot. It later continues with additional tests (such as the memory test that you see
printed on the screen) as the boot process is proceeding. drives, ports and other hardware devices, such as the keyboard and
mouse, to ensure they are functioning properly.

Diskette Drive B Serial Port(s) : 3F0 ZF0
Pri. Master Disk : 100, Z50GB Parallel Port(s) : 370
Pri. Slave Disk : 100, Z50GB DDR at Bank(s) 012
Sec. Master Disk

Sec. 3lave Disk

Pri. Master Disk HDD .T. capability ... Disabled
Pri. Slave Disk HDD .T. capability ... Disabled

PCI Devices Listing ...
Bus Fun Vendor Device SUID SSID Class Device Class

8086 2668 1458 AOOS 0403 HMultinedia Device
8086 2658 1458 2658 0C03 USB 1.1 Host Cntrlr
8086 2659 1458 2659 0C03 USB 1.1 Host Cntrlr
8086  265A 1458 265A 0CO3 USB 1.1 Host Cntrlr
8086  265B 1458 265A 0CO3 USB 1.1 Host Cntrlr
8086  265C 1458 5006 0OCO3 USB 1.1 Host Cntrlr
8086 2651 1458 2651 0101 IDE Cntrlr
8086  266A 1458 2Z66A OCOS SMBus Cotrlr
10DE 0421 10DE 0479 0300 Display Cntrlr
12683 8212 0000 0000 0180 Mass Storage Cntrlr
11AB 4320 1458 E000 0200 MHNetwork Cntrlr

ACPI Comtroller

o
o
o
o
o
o
o
o
1
Z
Z

CoODWNYWMNE= S
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Once the POST has determined that all components are functioning properly and the CPU has successfully initialised, the BIOS
looks for an operating system to load.

This information is stored on a special CMOS chip on the motherboard. Generally the BIOS is told that the operating system is

located on the hard drive and then copies the operating system and places the files on the system memory called the BIOS ROM
(ROM means read only memory).

It is at this point of the boot process the operating system then takes over and starts loading in the hardware drivers (we learn
about hardware drivers in Section Three) and prepares the PC so that the user can access the application software.

It is also at this point the “Login” screen will appear if the PC has been set up with usernames and password access.

K

. .
Windows Insiderr

o

PIN } L/

Sign-in options.

Q

Windows 7

Windows 10
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Learning
Activity
Question

LEARNING ACTIVITY TEN

What does the term BIOS mean and what is it for?

1] TEACHER / TRAINER GUIDANCE NOTES

-

BIOS (or Basic Input/Output System) is a chip on the motherboard. When the computer's power is first turned on, the “Central
Processing Unit” (CPU) on the motherboard starts up and the boot process begins when the CPU look to the system's BIOS chip

for its first instruction in the start up program and then assist in loading up the operating system that will take over running the PC
hardware and software.
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Learning
Activity

Question

LEARNING ACTIVITY ELEVEN

What does the term POST mean and what is it for?

> TEACHER / TRAINER GUIDANCE NOTES

| POST ( power-on self test) is a built-in diagnostic program that checks your hardware to ensure that everything is present and
functioning properly, before the BIOS begins the actual boot. It later continues with additional tests (such as the memory test that

1 you see printed on the screen) as the boot process is proceeding. drives, ports and other hardware devices, such as the
| keyboard and mouse, to ensure they are functioning properly.
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CONFIGURE POWER MANAGEMENT SETTINGS TO MINIMISE POWER CONSUMPTION AS AN ENVIRONMENTALLY
SUSTAINABLE MEASURE

The following pages refer to both Windows 7 and Windows 10.

Power Management is not just significant for laptop or notebook users, it is also a feature that should be used for desktop PC
users as well. A good power management plan can minimise power consumption and in turn be environmentally sustainable. To
change how your PC uses power, go into the Control Panel and select “Power Options”. In Windows 10 the power management
setting is under “Hardware and Sound” and then under “Power Options”. Here on in the steps are the same for both Windows 7
and Windows 10.

P E|=o|E=| 2R

& <« All Control Panel Items » Power Options = | +3 W Search Control Panel yal

Control Panel Home

Select a power plan

Require a password on wakeup Power p_lans can help you maximize your computer's pe_rfo_rmance or conserve energy. Make a
plan active by selecting it, or choose a plan and customize it by changing its power settings, Tell

Choose what the power me more about power plans
\ buttons do l
Create a power plan Preferred plans
[ Choosewhen to turn off the @ Balanced (recommended) Change plan settings

display Automatically balances performance with energy consumption on capable hardware,

W Change when the computer . i
sleeps () Power saver Change plan settings

Saves energy by reducing your computer's performance where possible,

Show additional plans V

The default Power Option will be the “Balanced” option. This option offers full performance for your PC while you are using it and
saves power during periods of inactivity. You can change to another Power Plan by selecting it from the ‘options’, or by clicking
on the ‘Create a power plan’ to create your own.



ICTICT201 - Use computer operating systems and hardware

When you select ‘Create a Power Plan’ you will be presented with the ‘Create a power plan wizard’. The first step is to select the
existing plan that is closest to what you want and enter a ‘Plan name’. For this example we will be using the ‘Power saver’ plan
as our template and we will name it ‘Super Saver’.

P E| == R

ﬁ« Power Options + Create a Power Plan ~ | ++ @ Search Control Panel yel

Create a power plan

To create your own plan, start by selecting one of the following plans that is closest to what you want.

(@ Balanced (recommended)

Automatically balances performance with energy consumption on capable hardware. w

() Power saver

Saves energy by reducing your computer's performance where possible,

(71 High performance /
-

Favors performance, but may use more energy.

Plan name:

fw

|

- Change the option for ‘Turn off the display’ to 5 minutes and the option to ‘Put the computer to sleep’ to 20 minutes. This will
‘N ensure that the computer uses hardly any power when not in use by turning off the monitor after 5 minutes and reducing the
power used by the CPU after 20 minutes. To save this plan, click the ‘Create’ button.

@ <« Power Options » Edit Plan Settings v | +4 @ Search Control Panel

Change settings for the plan: Super Saver

Choose the sleep and display settings that you want your computer to use,

L Turn off the display: IS minutes ']

~
W Putthe computer to sleep: [20 — o ‘] 4 7
Teacher/Trainer
Manual Create Cancel
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Now we want to customise our new plan even further, so select the new plan and click on ‘Change plan settings’, then ‘Change
advanced power setting’.

®E|| = =) 8

% <« All Control Panel Items » Power Options w | +4 W Search Control Panel =

Contrel Panel Home
Select a power plan

Require a password on wakeup Power plans can help you maximize your computer's performance or conserve energy. Make a

plan active by selecting it, or choose a plan and customize it by changing its power settings. Tell
Choose what the power me more about power plans
buttons do 1

Create a power plan Preferred plans

) Choose when to turn off the @) Super Saver /\ Change plan settings

display
% Change when the computer () Power saver Change plan settings
sleeps Saves energy by reducing your co I 52
Hide additional plans & <« Power Options » Edit Plan Settings Search Control Panel yel
‘ w () Balanced (recommended)
1 Automatically balances performan Change settings for the plan: Super Saver
‘7\“ Sl Choose the sleep and display settings that you want your computer to use.
d () High performance
~, Favors performance, but may use )
) ) Turn off the display: ’5 minutes VI !
~ N
"N W Put the computer to sleep: [20 minutes v]
(
Lw See also Change advanced power settings

Personalization

N User Accounts Save changes
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This will open the ‘Advanced settings’. In the advanced settings you can customise each item that draws power in the system. To

change any of the settings for these items you just select the ‘Setting’ from the clusters and change the value by typing in a new
value, or selecting an option in the drop down.

In this example we will set the hard disk to turn off after 18 minutes of inactivity. Once you have finished, click ‘OK’.

J'.uf'n.lt:l'n.ranl::leu::l gettings |

then choose settings that reflect how you want your

\ [ .i Select the power plan that you want to customize, and
computer to manage power.

'@ Change settings that are currently unavailable

ISuper Saver [Active] v]

Setting: Mo
Hard disk
Turn off hard disk after
:
= Desktop background settings
= Slide show
Setting: Available

m | »

Festore plan defaults

OK || Cancel || Apply |
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Learning
Activity
Question

LEARNING ACTIVITY TWELVE

Why is it beneficial to change the power settings of your PC to turn off devices that are not being used?

> TEACHER / TRAINER GUIDANCE NOTES

To conserve power and be environmentally sustainable.
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Learning

Activity

Task

LEARNING ACTIVITY THIRTEEN

In this activity you are to locate the power management settings on your PC. Locate where the settings can be changed and
how power plans can be created.

This activity should be done in front of your teacher or trainer. If you are doing this at work or at home, you will need
someone to observe you performing this activity. These persons observing you doing this activity will need to have the skills
themselves to do this activity so that they can confidently say you have performed this activity successfully.

Your teacher or trainer will likely require some type of evidence that you have performed this activity successfully and your
teacher or trainer will let you know what form this evidence will need to be.

] TEACHER / TRAINER GUIDANCE NOTES

~ This is a practice exercise. It helps to reinforce the knowledge that the student has gained in this section. It is best if the
student or trainee were able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide
evidence that they observed the student or trainee perform this activity successfully.
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USE BOTH THE GRAPHICAL USER INTERFACE AND THE COMMAND LINE INTERFACE TO PERFORM BASIC TASKS

Many early operating systems used a ‘Command Line Interface’ to interact with the computer. This was a text-only method and
allowed users to enter a series of commands for the computer to perform. Though the Command Line Interface is rarely used
anymore, it still forms part of most modern operating systems. To access the Command Line Interface in Windows 7 go to the
“Start” menu, click “All Programs” and select “Command Prompt” from the “Accessories” menu.

Command Prompt

| Accessories ol

.
A;‘ Microsoft Excel 2010

A:]'[ Microsoft Access 2010
i Command Prompt
ﬁ Nero Burning ROM

:| Calculator

@ Digital Photo Professional

User

Documents

Pictures

Music

Games

- Acrobat Reader DC

B3 Adobe Acrobat Distiller X
'I, Adobe Acrobat X Pro

(F;J Apple Software Update

& Audacity 1.3 Beta (Unicode)
& Default Programs

&/ Desktop Gadget Gallery
W GIMP 2

(2} Internet Explorer

@ Mozilla Firefox

£2, Windows Anytime Upgrade

1

User

Documents

Pictures

Music

Games

| Calculator

M Command Prompt

! Connect to a Projector

'\l Getting Started

_,/__] Math Input Panel

] Notepad

f Paint

& Remote Desktop Connection
1= Run

‘333. Snipping Toal

User

Documents

Pictures

Music

Games

™~ Computer & Windows DVD Maker Computer *\s Sound Recorder Computer
— g Picture Style Editor &4 Windows Fax and Scan Sticky Notes
]
\k ] ] Control Panel  Windows Media Center Control Panel (®) Sync Center Control Panel
A LC  Adobe LiveCycle Designer ES2 © Windows Media Player | Windows Explorer
U ) Devices and Printers ‘] Windows Update Devices and Printers : ‘WordPad Devices and Printers
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K Ints t S i
V‘ aspersky Internet Security

S

P Gsview 50

d==

| Programs \

| |Search programs and ﬁfes\

Start

Default Programs

Help and Support

All Programs

«# XPS Viewer

| Accessories

| Adobe LiveCy

4 Back

Ysz

| Search programs anX files

Accessories

Default Programs

Help and Support

| Ease of Access
| System Tools
| Tablet PC

Default Programs

Help and Support

2l

Shut down D



ICTICT201 - Use computer operating systems and hardware

The ‘Command Prompt’ in Windows allows a user to quickly perform tasks by entering text only commands rather than
navigating through the Graphical User Interface. A good example of this is when you need to identify an IP address of a PC for
networking.

If you where to use the graphical use interface to find the IP address the steps would be as follows.

Open “Network Connections” by clicking the “Start” button and then clicking “Control Panel”.

2] Uocuments

Calculator

Pictures

E‘l’ Microsoft Access 2010

Music
E FileZilla
Games
Wﬂ Microsoft Word 2010
Computer
L‘Lw KeePass 2
. Control Panel
w e Mozilla Firefox
w Devices and Printers
L . MYOB AccountRight 20153
- ” Default Programs
4
‘ OF Micresoft Outlock 2010 e et Control Panel
! p
\\ ﬂ Microsoft Publisher 2010
) P
L W ET“ Microsoft Excel 2010
—
_'j Notepad
UJ o GIMP 2
—W ' BeerSmith2
) —
p
LL\‘ |\J_j | iTunes
\ a Spotify
]
g |}< Adobe Acrobat X Pro
5 L=
)
v ) @ Winamp

» Al Programs

Start \ ‘ Search programs and files
Teacher/Trainer ‘—77 ‘7
N ETTEL = H @E "
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A new window appears and you click on “Network and Sharing Centre

window to appear.

ICTICT201 - Use computer operating systems and hardware

v (=18 (iontrol Panel » All Control Panel ltemns »
———— .

. Then click on “Change adapter settings” on the next

T

File Edit Wiew Tools Help

(| Adjust your computer’s settings

P Action Center
@ Backup and Restore

@ Default Programs
l .,_J Display

| |A Fonts =l Getting Started

& Administrative Tools
| Color Management
5 Desktop Gadgets

@ Ease of Access Center

€. Akamai NetSession Interface Control...
Credential Manager

24 Device Manager

Flash Player (32-bit)

& HomeGroup

WInteI(R] Graphics and Media Intemet Options @Ja\ra (32-bit)
Location and Other Sensors Q Mail (32-bit) F Mouse

= Notification Area Icons
Phone and Modem

& Realtek HD Audio Manager
4 Sound
u_ Taskbar and Start Menu

Ll Windows CardSpace

settings

Change advanced sharing

armance Information and Tools

ams and Features

L
vx » Control Panel »| nandlanguage

P enter

File Edit VWiew Tools Help [ ccounts

ows Firewall

Control Panel Home

Manage wireless networks

Change adapter settings

setti

View by:  Small icons ~

[T AutoPlay

Y Date and Time

é Devices and Printers

Folder Options

.8 Indexing Options

&&= Keyboard

58 Metwork and Sharing Center
! Personalization

@ QuickTime (32-bit)

@ RemoteApp and Desktop Connections
1% Systern

"_'x,. Windows Anytime Upgrade
@" Windows Update

Change adapter

ngs

Network and
Sharing Center
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network “Details” and this will bring up a screen that tells you the IP address.

ee

v|‘§' » Control Panel » Network and Internet » Network Connections »

Active network

connection \

Details\

Organize ~ Disable this network device

l-'. Local Area Connection
'=-.\,"jr Network 2

=4 Realtek PCle GBE Family Controller

Diagnose this connection

,“, Local Area Connection Status

General

Connection
IPvd4 Connectivity:
IPv6 Connectivity:

Media State: Enabled
Duration: 00:41:35
Speed: 100.0 Mbps

Internet

No network access

Activity
Sent —— Lﬁ! ——  Received
a7
Bytes: 860,686 | 3,103,001
[ ‘.e‘ Properties ] [ ‘.n‘ Disable I [ Diagnose ]

Close

Rename this connection

View status of this connection

Chanq

-

Network Connection Details

Network Connection Details:

Property

Lease Obtained
Lease Expires

IPv4 Default Gateway
IPv4 DHCP Server
IPv4 DNS Server
IPv4 WINS Server

Link-local IPv6 Address

Connection-specific DNS S...

NetBIOS over Tepip Enabl..

Value
BigPond

Description Realtek PCle GBE Family Controller

DHCF Enabled Yes rd
IPv4 Address 10002

IPv4 Subnet Mask 255.255.255.0

Thursday, 17 December 2015 4:08:29 PM
Friday. 18 December 2015 4:08:29 PM
10.0.0.138

10.0.0.138

1000138

Yes
fa80:e0cb:5b%:2eb5:918d% 11

IPv6 Default Gateway
IPvE ONS Server

Close

ICTICT201 - Use computer operating systems and hardware

This will bring up the network connection screen. You click on an active connection and then on the new screen you click on the

IP address

/details
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To do the same task via the “Command Prompt” you would only need to do the following.

Open the “Command Prompt” from the Accessories menu, type in “ipconfig” and hit “Enter” on your keyboard.

&8 Command Prompt | =aiey X

Microsoft Windows [Uersion 6.1.76801]
Copyright (¢) 2009 Microsoft Corporation. All rights reserved.

C:\Users\User>ipconfig

Windows IP Configuration

Ethernet adapter Local Area Connection:

Connection-specific DNS Suffix . : BigPond

Link-local IPvE Address : fe80::e0cb:5b9:2eb5:918d%11
IPu4 Address

Subnet Mask : 255.255.255.0

Default Gateway : 10.0.0.138

Tunnel adapter isatap.BigPond:

Media State : Media disconnected
Connection-specific DNS Suffix . : BigPond

Tunnel adapter Teredo Tunneling Pseudo-Interface:

Media State : Media disconnected
Connection-specific DNS Suffix

This command will give you the IP Address and other useful information required when networking computers.
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CoOMMAND PROMPT IN WINDOWS 10

Windows 10 also has the Windows Command Prompt interface. It is much the same as in Windows 7. To locate the Command
Prompt in Windows 10 you go to “Start” button and right click on the “Start” button icon.

A menu will come up and you click on “Command Prompt”. Type in “ipconfig” and hit “Enter” on your keyboard. This command
will give you the IP Address and other useful information required when networking computers.

Programs and Features
Maobility Center

Power Qptions

Event Miewer

System

Device Manager
Network Connections
Disk Management
Command Prom pt —_— Computer Management

» Command Prompt

BEE Command Prompt

) Microsoft Windows [Uersion 18_A_.1824A1 "
Command Prompt (Admin) |(c) 2015 Microsoft Corporation. All rights reserved.
Jask Marianier C:\Users\User>ipconfig
Control Panel
File Explorer Windows IP Configuration
Search
Bun Ethernet adapter Local Area Connection:
Shyt down or sign out > i L. i i
— . Connection-specific DNS Suffix . : BigPond
Desktop Link-local IPu6 Address . . . . . : Te80::e0ch:5b9:2eb5:918d%11

IPu4 Address. . . . . . . . . . . :10.0.0.2
Subnet Mask . . . . . . . . . . . : 255.255.255.0
Default Gateway . . . . . . . . . : 10.0.0.138

Tunnel adapter isatap.BigPond:

Media State . . . . . . . . . . . : Media disconnected
Connection-specific DNS Suffix . : BigPond

Tunnel adapter Teredo Tunneling Pseudo-Interface:

Teacher/Trainer

Manual
Media State . . . . . . . . . . . : HMedia disconnected
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Learning
Activity
Question

LEARNING ACTIVITY FOURTEEN

What is a Command Line Interface?

LL]

]

Al

=

\? TEACHER / TRAINER GUIDANCE NOTES

1 A text-only method and allowed users to enter a series of commands for the computer to perform instead of using the GUI
] (Graphical User Interface)

al
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Learning

Activity

Task

LEARNING ACTIVITY FIFTEEN

In this Section we showed you an example of how to use the Command Prompt. Using the same example in this Section, we
want you to try it on your PC.

This activity should be done in front of your teacher or trainer. If you are doing this at work or at home, you will need someone to
observe you performing this activity. These persons observing you doing this activity will need to have the skills themselves to do
this activity so that they can confidently say you have performed this activity successfully.

Your teacher or trainer will likely require some type of evidence that you have performed this activity successfully and your
teacher or trainer will let you know what form this evidence will need to be.

] TEACHER / TRAINER GUIDANCE NOTES

— This is a practice exercise. It helps to reinforce the knowledge that the student has gained in this section. It is best if the student
: or trainee were able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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INSTALL OR UPGRADE APPLICATION SOFTWARE ONTO THE OPERATING SYSTEM AND HARDWARE CONFIGURATION
(The following content refers to both Windows 7 and Windows 10)

Once your operating system and internal hardware has been installed, you can start installing ‘software’ to allow your PC to
perform a variety of functions. The example we will use is “Microsoft Office’, as it is one of the most common programs used at

home or in offices. We will be focussing on a DVD installation, however today a lot of the application software is now download.

The overall installing process is the same between the two methods except for the initial steps. We will identify those small
differences as we go along.

To begin the installation process, insert the DVD that contains the program or download the program from the web.
In most cases when inserting a DVD, Windows 7 and Windows 10 will run “AutoRun” which starts the installation process. If
“AutoRun” does not start thye process, you located the DVD on the DVD drive in the Windows 7 “Computer” tab or Windows 10

File Explorer in the file navigation pane and click on the DVD drive to start the process.

] When you purchase the application software online, the software is generally downloaded to you PC’s “Download” folder. The
LL, location of your “Download” folder depends on the type of internet browser you are using. Once you have located the file you

> double click on the application file as you would when the files appeared on the DVD.
T\—\T‘ When the installation wizard is about to start the installation, a warning window appears. To start the installation you simply click
N “YeS".
1]
&' User Account Control s

5 Do youwant to allow the following program to make

" changes to this computer?

% Program name  setup,exe
= Wernified publisher: Microsoft Corporation

File cngin: Hard drive on this computer

N
LL,
N,
N
N
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After double clicking on the application files (it is called a program execute file “.exe”) the installation process starts. Most
programs will have some kind of ‘licence/key code’ that you will need to input, this code is designed to stop people pirating
programs. ‘Pirating’ refers to the installation of non-licenced copies of the software. The product key is generally on the DVD
case or if you have downloaded the software it would have been sent to your email. When you enter the licence/key code the
software will verify this code against a database via the internet, to ensure that the copy you have is legitimate.

Once the software has bee activated the you are asked to read and accept the software licence agreement by ticking “I
accept...” box and then click on “Continue”.

The program will then allow you to install a standard version of the software with the most common features or a customised
version which allows you to choose what features you wish to be installed. It is advisable to install the standard version of
software, unless you are experienced with the program and its operations.

+ Microsoft Office 2010 B X " + Microsoft Office 2010 BT
. Microsoft Office Professional Plus 2010 [ =]
: ° e
(o . .
“5 Enter your Product Key =W ) . (2] A &8 Choose the installation you want
ﬂ Read the Microsoft Software License Terms )
dto find d N R : e s T o Please choose your preferred type of Microsoft Office 2010 installation below.
0 continue you must accept the terms of this agreement. If you do not want to accept the
Need to find your Product Key Microsoft Software License Terms, close this window to cancel the installation.
Your Product Key is 25 characters and is typically found in your mg:ggg; ET:EEEELgngDE SOFTWARE LICENSE TERMS = ”I
DI-OQUCt paCkagmg' If you cannot find your Product Ke‘;‘:’ _ClICk These license terms are an agreement between Microsoft Corporation (or based | lnstall Now
the "Learn more about Product Keys and see examples” link. on where you live, one of its affilates) and you. Please read them. They apply
to the pre-release software named above, which includes the media on which
Learn more about Product Keys and see examples you received it, if any. The terms also apply to any Microsoft

updates,
supplements,
Internet-based services, and

Continue - support services
for this software, unless other terms accompany those items. If so, those terms Customize

apply.

BY USING THE SOFTWARE, YOU ACCEPT THESE TERMS. IF ¥YOU DO NOT

I ACCEPT THEM, DO NOT USE THE SOFTWARE.

AS DESCRIBED BELOW, USING SOME FEATURES ALSO OPERATES AS YOUR

CONSENT TO THE TRANSMISSION OF CERTAIN STANDARD COMPUTER

| INFORMATION FOR INTERMET-BASED SERVICES.

If you comply with these license terms, you have the rights below.
TNSTALLATION AND USE RIGHTS. -

7l
( [V] 1 accept the terms of this agreement Continue

/

PrOdUthlfeGI’é’ / Licence acceptance box / Continue/ Standard

installation
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A new window appears showing the progress of the software installation. Once the installation is completed a new window
appears and asks you to go to your programs folder and open the Microsoft Office folder.

This is often required by most application software installs. When you do this you are launching the new application for the first
time and this is when you configure the application to suit your needs. The most common configuration is the installing of
shortcuts. With Microsoft office there are numerous sub-applications such as Word, Excel, PowerPoint and so on so having
shortcuts allows you quick access to each application.

. Microsoft Office Professional Plus miﬁ- ] . Microsoft Office Professicnal pn_ [
@A Installation Progress 3 Oﬁ"""‘""“
== J Q. |Ce

Thank you for Installing Microsoft Office Professional Plus 2010. To use an Office
program, open the Start menu, find the Microsoft Office folder, and click the program
icon.

Complete your Office experience

= Store and share your documents online

= Get free product updates, help, and training GO tO PrOg rams FO | d er

| m— ————

Installing Microsoft Office Professional Plus 2010...

Continue Online

|

Installation progress

Application shortcuts
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Learning
Activity
Task

LEARNING ACTIVITY SIXTEEN

In this activity we are going to get you to download and install an application called “GIMP”. The is a freeware application similar
to Photoshop and it is a safe download.

Locate the GIMP website and download the software using the direct method. Once downloaded (the file will likely be in your
download folder of your browser), proceed to install the application.

This activity should be done in front of your teacher or trainer. If you are doing this at work or at home, you will need someone to
observe you performing this activity. These persons observing you doing this activity will need to have the skills themselves to do
this activity so that they can confidently say you have performed this activity successfully.

Your teacher or trainer will likely require some type of evidence that you have performed this activity successfully and your
teacher or trainer will let you know what form this evidence will need to be.

TEACHER / TRAINER GUIDANCE NOTES

This is a practice exercise. It helps to reinforce the knowledge that the student has gained in this section. It is best if the student
or trainee were able to do this while the teacher or trainer watches.

If the student or trainee is undertaking this course at a workplace, then the employer or the supervisor could provide evidence
that they observed the student or trainee perform this activity successfully.
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DETERMINE THE RELATIONSHIP BETWEEN AN APPLICATION PROGRAM, THE
OPERATING SYSTEM AND HARDWARE

During recent years there has been some outstanding advances made in the
development of IT hardware. Hardware has become faster, more compact and much
more affordable.

However, hardware is basically useless without software. IT hardware without software
Operating System is like a car without a driver.

The term software can be simply described as a set of instructions given to a computer
or computer/chip devices by the user or embedded by the manufacturer.

Hardware There are two basic types of software:

% QOperating system software
* Application software

Operating system software controls the hardware and interacts with and controls other
software.

Application software carries out the processing tasks
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o
L

i

o
o

-
i3
]
-

OPERATING SYSTEM SOFTWARE

o
!
e
e
it

£
£

]
i
o

Ed

4 Earlier we had learned about the types of operating systems and how to install operating systems.

As a review e know that the operating system has two main functions which are it controls the
operation of all hardware and peripherals and it also interacts and controls all application software.

Some of the tasks that operating systems software performs include:

Starting application software

Supervises multiple applications running at the same time

Manages the storage of programs, data and information

Manages the various input and output devices

Transfer of data, programs and information between the internal memory and the
secondary storage devices.

Where there are multiple users on a computer system, the operating system allocates
] memory and processing time

al * Provides basic security for users and to the system as a whole
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APPLICATION SOFTWARE

There is an endless amount of application software available today. It has been said that a person can
name any type of human activity and there will be an “application software package” written to perform that
activity.

There are two types of application software:

* Off the shelf applications
% Custom applications

Off the shelf application software is commonly known by its acronym COTS - Short for commercial off-the-
shelf, an adjective that describes software (as well as hardware) products that are ready-made and
available for sale to the general public. For example, Microsoft Office is a COTS product that is a packaged
software solution for businesses. COTS products are designed to be implemented or integrated easily into
existing computers such as PCs without the need for customisation.

In some businesses or organisations the needs require application software to be developed specifically for
that company. This can be done through the customisation of COTS or a fully developed software package.
Within the IT industry there is a thriving business segment of contract software developers and
programmers.

oy AR BRI 5 vl By
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PERIPHERALS

A peripheral is a computer device that is not part of the main computer system unit. In other words it is
any device that is not part of the motherboard, aside from memory and the CPU. These devices enable
the main computer system to receive inputted data to be processed and give the main computer
system the ability to output the processed information. It also allows the main computer to store data
and information for later retrieval and use.

There are two main types of peripherals:

#% External devices — outside of the system case and attached with cables
* Internal devices — installed permanently inside the system case

External devices include:

Keyboard
Computer Tablets
Monitor

Mouse

Printer

Scanner
Speakers/Headsets
Microphones
Docking stations
Joy Sticks (not common in office environments)
Cameras

X X R R R R R X
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Internal devices would include:

* Video Cards
% Sound Cards
% Network Cards

There are also peripheral devices that can be either internal or external devices. These would include:
* Hard Drives
* CD/DVD Drives
* Modems

Operating system software, application software and internal and external hardware require each other or the
PC just does nor work.
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Learning
Activity
Question

LEARNING ACTIVITY SEVENTEEN

What is the difference between operating system software and application software?

.
T TEACHER / TRAINER GUIDANCE NOTES
B
Operating system software controls the hardware and interacts with and controls other software.
L
l Application software carries out the processing tasks
Al
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Learning
Activity
Question

LEARNING ACTIVITY EIGHTEEN

What are some examples of internal computer peripherals?

LL

]

Al

=

\? TEACHER / TRAINER GUIDANCE NOTES
1 Internal peripheral devises would include:
]

N * Video Cards

— * Sound Cards

% Network Cards
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Learning
Activity
Question

LEARNING ACTIVITY NINETEEN

When referring to application software, what does the term COTS mean?

TEACHER / TRAINER GUIDANCE NOTES

- Commercial off-the-shelf
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IDENTIFY GENERAL DIFFERENCES BETWEEN DIFFERENT COMPUTER PLATFORMS AND THEIR RESPECTIVE

”[ ! OPERATING SYSTEMS

L!; In simple terms that all would understand, the two most common PC platforms are the Windows platform and the Apple
Macintosh platform. These platforms use their own type of operating systems which we have learned about earlier...for
Windows it is lately Windows 7 and recently Windows 10 and for Apple Macintosh it is MAC OS-X.

y
\*-“/ So to completely define a computer platform is to have hardware such as a PC or laptop, with it is operating system
which acts as an interface between the computer and the user and also between the computer and the application. So,
in order to have a functional device, you need hardware and an operating system together to make a usable computer
/ platform for a program to run on.

Mac OS X Interestingly, all Smartphones, tablets and gaming consoles have their own platforms. For instance most Smartphones
are either a 1I0S platform (Apple) or Android platforms most other Smartphones.

There are other computer platforms and these are generally developed for large computer systems many that use the
UNIX operating system.

UNIX is the oldest operating system software and due to its portability, flexibility and power, UNIX has become the
leading operating system for large networks with multiple workstations (users). Historically, it has been less popular in
the personal computer market but the emergence of a new version called Linux is starting to make UNIX popular across
all platforms.

i The latest version the MAC OS-X is actually a version of UNIX adapted to operate on Macintosh hardware.

‘ CROSS PLATFORM
[ 1

You will more and more these days that applications are becoming cross-platform. Historically, application software
would only work on a Windows platform or a MAC platform Today more and more applications are being developed as
cross platform which means they can be used on either or both a MAC PC and a Windows PC.

This becomes increasingly important when the output (say a document file) from one platform needs to be opened or

read by a different platform.
Manual

Copyright
2016



ICTICT201 - Use computer operating systems and hardware
Learning
Activity

Question

LEARNING ACTIVITY TWENTY

What were the three main computer platforms we reviewed in this Section?

= TEACHER / TRAINER GUIDANCE NOTES
o Windows, Apple MAC, UNIX

L1
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Learning
Activity

Task

LEARNING ACTIVITY TWENTY ONE

What were the two main computer platforms used for Smartphones, tablets and other digital devices?

LL] TEACHER / TRAINER GUIDANCE NOTES

. iOS (Apple) and Android
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Optimise Operating System and
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SELF ASSESSMENT

Self assessment is where you ask yourself certain questions to ensure you have understood what you have learned while
reading this manual and completing the learning activities.

This unit requires you the student or trainee at the completion of your training to have a certain level of ‘Required Knowledge’ in
which you would be need to have acquired and in which you will be assessed on.

This self assessment section reviews this required knowledge by way of questions and if you are able to say YES to all of them
you can be confident your assessment will be satisfactory.

* Do you understand what it means to determine ICT organisational requirements and specifications?
#* Are you familiar with he many types of operating systems?
* Are you able to tell us the types of external hardware components and internal hardware components?
#* Could you now tell us how to install and configure the operating system to meet organisational requirements?
# Can you list the functions associated with the operating system and associated boot process
Al #* Do you know why a PC has power management systems?
#* Do you know what the graphical user interface and the command line interface is?
“* Would you be able to explain how to install or upgrade application software?
S * Do you know what the relationship between an application program, the operating system and hardware is?
| #* Could you identify general differences between different computer platforms and their respective operating
systems?
“* Do you know what it means to optimise operating system, using included tools or third-party utilities?
— #* Can you explain how you would customise the graphical user interface?
—- “% Are you able to explain the steps to set up and configure external hardware components and check functionality?
# Could you tell us how to install drivers as appropriate and check functionality?

If there were any questions that you were unable to confidently say YES to, we encourage you to review the information again in
this manual and if needed seek the assistance of your teacher or trainer.

Copyright
2016

D
Teacher/Trainer
Manual



ICTICT201 - Use computer operating systems and hardware

NOTES
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