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PASSING Unit Resources and User Guide

LANE
INTRODUCTION

Passing Lane Pty Ltd is pleased to introduce your school/institution to our vocational education and training unit
resource packages.

This document outlines the licensing terms and conditions of the unit resource packages.
It also provides basic information on how to use the materials.

At the end of this document there is a list of what unit resources are available from Passing Lane Pty Ltd in the
following qualification:

ICT20115— Cert. 2 in Information, Digital Media and Technology

Should you have any further questions or require any additional information do not hesitate to contact Passing
Lane.

Passing Lane Pty Ltd
PO Box 975
COWES VICTORIA 3922

Telephone 1 300 64 98 63
Facsimile 1 300 64 98 64

Email info@passinglane.com.ai

Web www.passinglane.com.au
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INTRODUCTION-CONT’'D

The Student/Trainee and the Teacher/Trainer manuals are developed to provide training content that addresses the
specific ‘Unit of Competency’ as outlined on the following pages.

This unit manuals 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

% On the job training
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.

The Student/Trainee and the Teacher/Trainer manuals are Portable Document Files (PDF) and are opened using Adobe

Reader.

Adobe:PDF

[]

ADOBE" READER’

The latest Acrobat Reader software is available at no charge from the website http://get.adobe.com/reader/
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INTRODUCTION—CONT'D

The Student/Trainee and the Teacher/Trainer manuals can be used on both PC and MAC platforms.

Generally, the materials are easily exported to most learning platforms.

The materials can also be printed and bound and handed out as hardcopies to each student or trainee.

[ PASSING

ICT - Information and Communications Technology
ICT20115
Cert. 2 in Information, Digital Media and Technology

ICTICT201

Use computer operating
systems and hardware

Student/Trainee Manual

If your institution purchased the materials on DVD, it is recommended that the master DVD be copied on to a network and/or a
teacher’s notebook computer and the master DVD then stored in a secure location.
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MATERIALS CONTENT

The title page of both the Student/Trainee and the Teacher/Trainer manuals specify 1) the training package it
has been developed for, 2) the qualifications which the content in each manual has been written for and

3) the specific unit the content is addressing.

PASSING ]

ICT - Information and Communications Technology /

ICT20115
Cert. 2 in Information, Digital Media and Technology “ 2

ICTICT201

Use computer operating f
systems and hardware
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MATERIALS CONTENT—CONT’D

The beginning of both manuals is the 1) ‘Unit of Competency Overview’ page, which aligns directly with the endorsed ‘Unit
of Competency’ in the training package.

This page is to let the readers know what the materials in the manuals are addressing.

UNIT OF COMPETENCY OVERVIEW Elements and Performance Criteria

The following pages are exdracts from Training.gov.au website and outiines this specific "Unit of Competency’ ELEMENT PERFORMANCE CRITERIA
including the ‘Elements’ and the Performance Criteria’. The content within this manual has been developed to
address this unit. Elemants describe the Perfarmance critevia describs the performance needed to
i "the slement
ICTICT201 - USE COMPUTER OPERATING SYSTEMS AND HARDWARE afthas "
1. Identify oparating 1.1 Determine ICT orgenisations] requirements and
ELEMENT T PERFORMANCE CRITERIA system and hardware specifications
componsnts 1.2 Identify and select the operating system
1. ity aperati nd 3 Rty o avio Tos oparating oy 1.3 Identify iste external hard
L ating syss 12 operatng system
hartware components 1.3 Kieniity appropnate extemal hasdware components 1.4 Identify internal hardwars componsnts

1.4 idenity interral hardware c

2 Installand confisurs | 2.1 Installand confizursths opsratine systamto mest

21 Install and configure e operating Sysiem 10 mest crganisational requirements. operating system and orgmisational raquirments
2 2kleull'g"\.r\clucﬂ».»sockﬂedvm‘eow.nngwueﬁwbwculrdmllu:r.s 3.3 Tdentif 4 weith the op o system and
3 Config settrgs 10 pow ption, a5 an hardwara componants cated srating sy
2 Jntallare canfipurs aratieg Trinen ermitonmentaly susianable measure associated boot procass
nd application softwane with hardw: 2.4 Use both the graphecal user interface and the comenand kne rerface 1o perfonm bas tasks 23 Cnnﬁzura owar sattines to
=w'w=mmt 25 Install o uporade ation I3 = = P
asan anvi measur

apphcaton
2.6 Determane the relaSonstug between 3n Spphcabion (Mogram, the operating systemn and
" 2.4 Us= both the eraphical usar interface and the commard lins
2.7 e gereral dfferences b o) il o P T Lo . .l
:r‘:‘"\’l’rz‘:;\l‘haﬁ‘ e betwee et computer platiorms and B esgective intarfacs to parform basic tasks
2.5 Install or upsrads application s oftware ontoths oparating
system and hardwars configuration
2.6 Determine the relati b program,
the opsrating svstem and hardwars
2.7 Identify general differmces betweendiffersnt computer

3. Optimise operating system and
hardware components

) platforms and their respactive opsrating systems
[ o st o o e e e s e e
3. Optimise opsrating 3.1 Optimiss oparsting systam, using includsdtools or
system and hardwars | third-party utilities
components 3.2 Customisa the graphics] user intarfca
33 Usa tachniquas uniqus to th lins intarfics
3.4 Sstup and ternal hards d
d:le«'.kfunchnnsl\h

3.5 Install drivers as appropriate and chad: functionality
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MATERIALS CONTENT—CONT’D

The manuals contain detailed information aligned specifically to the ‘Unit of Competency’ and the unit’s ‘Elements’ and
‘Performance Criteria’.

The 1) Table of Contents for both manuals show that each section title is the 2) ‘Unit of Competency’ ‘Element’.

TABLE OF CONTENTS P- 1

Mtroguction Poge 5
Uit of Competency Overview Page 8
Section One
Idenily operating Syaihm 8nd hardwans Componmis Page 8
prwrt o Page 23 — 2
Gpromise apavating syatem and harchrace components  Page 99
Section Summary Page 145

Section One

P rmcmo
. : z
Identlfy Operatlng System and ? Elements and Performance Criteria

FLEMENT PERFORMANCE CRITERIA

Hardware Components e i 2o P
: i of the slsmsnt.
\ 1. Identify operating 1.1 Determine ICT organisationsl requisements and.
system and hardware specifications
components 1.2 Tdentify and salact the oparsting system
1.3 Idantify terna] hacd

1.4 Identify intemal hardwars componsnts

2.Installand configurz | 2.1Install and confizuraths oparating systamto mast
oparating systam and organisationsl requiremants

istd with the oparating s

hardvars componsnts

_—
\_/




Unit Resources and User Guide

MATERIALS CONTENT—CONT’D

In each section 1) the content is broken down into sub-sections and the titles for each sub-section is the same as the
2) ‘Element’s’ ‘Performance Criteria’.

Section One Elements and Performance Criteria
ELEMENT PERFORMANCE CRITERIA

Elements describe the Perfarmance critevia describe the performance nesded 1o

Identify Operating System and 1 sssentialoutcomes. | demonsiate achisvement of the slemens
Hardwa re Com ponents « » 1. Identify oparating 1.1 Diatermina ICT oreanisational requirements and

system and hardw: spacifications
components

1.2 Identify and selact the oparating systam
1.3 Idantifv appropriate extarnal hardware componants
1.4 Identify internal hardware componsnts

2 / 2. Install and configura 2.1 Install and configurathe oparating swstemto maat

E oparating systam and organisational raquirsments
;Eféicaﬁnn snﬂwm;with 2.2 Identify functions as sociatad with the oparating s
Ware componsnts associated boot procass
2.3 Configurs powar
- . consumption, as
DETERMINE ICT CRGAMISATIONAL REGUIREMENTS AND SPECIFICATIONS \

ang 4 |

IDENTIFY AND SELECT THE OPERATING SYSTEM

(Ghvar Ehe next few pages we Sover fwe | g he pame time f0

When we spaak of organisational requiremaents. Sese generally refer 10 the following:

+ Policies and procedures of !e company relating to choice. acquisition and use of ITC
softare and hardvare

o Allocated budgets associated with ITC software and hardware

# The safe and suthorised use ITC software and hardware

= Security policies and procedures associated with the company’s computes system

= [TC software and hardware mairdenancs polcies and procedures

Cwver the next few sections these training maberials will be looking at specifically the PC operating
system. The types. instalation information, what it means to configure and optimise an cperating system

DEFSING AN OFERATING SYSTEMS

Your computer's opersting system (OS] manages all of the application software and infernaliextemal
hardware on the computer. host of the time, there are many different ComMpuIer HEOGRANTS rUNKing 81 the
same e and they &1 need to Sccess your computer's central processing unit (CPU), memary and
storage (hard drive). The operating system coordinabes all of this o make sure sach program gets what
it rwads.

The manual’s information is supported with graphics, charts, tables, photos and drawings.
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MATERIALS CONTENT-CONT'D

As earlier mentioned, the materials are vocational education and training unit resources in the form of Student/Trainee and
the Teacher/Trainer manuals.

We will go through each in more detail.
STUDENT/TRAINEE MANUAL
The ‘Student/Trainee Manual’ could be likened to a textbook.

The manuals contain detailed information aligned specifically the ‘Unit of Competency’ and the unit’'s ‘Elements’ and
‘Performance Criteria’ and are supported with graphics, charts, tables, photos and drawings.

The manuals contain a series of ‘Learning Activities’.

Each learning activity is identified with the following icon.

Learning
e
- / Question
Learning

LEARNING ACTIVITY ONE

Why is it impertant to report variations in quality of products or services to appropriate people in the workplace - in particular

S
Act 1vVi ty those variations for which you as an employee are respansile?

Identify one or more people in a workplace to whom it would be appropriate to report such variations.
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MATERIALS CONTENT-CONT'D

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 required to locate would be in line and/or support the information that the manual had outlined in

previous pages.
Learning
Activity

Research
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.

Copyright
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MATERIALS CONTENT—CONTID

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

The student or trainee would simply place the cursor in the field and click once with the mouse.

Seconds later the blue colour disappears and the student enters his/her answers into the field .

TASK

LEARNING ACTIVITY ONE

Balow are thews pichares.

1 ‘ Type in the answers in the field...

2

e, '
=a 3 |

When the student or trainee leaves the filled in field to move on to the next field, the previous field returns to a blue colour.

IT 1S VERY IMPORTANT THAT THE MANUAL IS SAVED REGULARLY.

It is recommended that the student or trainee set up a ‘Student/Trainee’ folder on their computer and saves their manuals
to that folder.

The ‘first’ SAVE will have the software will ask if you wish to replace the file and the student/trainee would click YES.
Saving does not prevent the student or trainee from going back to previous fields to make changes.

After the ‘first’ SAVE, the student or trainee would need to use the ‘SAVE AS’ function.
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MATERIALS CONTENT—CONT'D
Self Assessment
At the end of each manual is a series of questions that the student or 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 the 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.

TEACHER/TRAINER MANUAL
The Teacher/Trainer manuals have exactly the same content as the Student/Trainee manuals.
The only differences are the explanatory introduction pages and after each learning activity there are ‘Teacher/

Trainer Guidance Notes'. These provide the answers to the ‘Learning Activities’ as well as some notes on how
to assess the student/trainee’s submission to each learning activity.

Learning
Activity
Question
LEARNING ACTIVITY THREE

In this section 'we lsamed about ‘routines’ that basically meant the cleaning and handing issues within a sore environment

What six areas of a store were affectsd by ‘routines'?

\ I N . —

Storercom

Retail office

Selling area and displays
Staffrooms.

Todets

) Change racms

e g b by
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LANE
LICENCE OVERVIEW

The Passing Lane licence agreement frees the school, TAFE, and other training organisations of the burden of copyright
restrictions.

Under the Passing Lane licence agreement the materials may be ‘loaded’ on to secure school/institution
networks, secure web servers, learning platforms and/or teacher notebook computers and have ‘no restrictions
as to the number of students’ accessing and using the materials.

Also, there is ‘no restriction’ to the licenced school/institution as to how many ‘printed copies’ can be made of the
materials.

DVD or CD copies of the materials may not be done under any circumstances.

If your institution purchased the materials on DVDs, copies for lost or damaged DVDs may be obtained by
contacting Passing Lane.

Generally, there is no charge for replacement DVDs that are within a current license period.

All materials purchased are registered in the name of the institution purchasing the materials.

The materials are not transferable without written consent by Passing Lane.

All materials have a three year expiry date from date of purchase after which this licence will expire.

All licences are renewable for a fee or automatically renewed for a full licence period when an available upgrade
is purchased.
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LICENCE OVERVIEW—CONT’D

Passing Lane will send out a notice to the school/institution informing them of the pending expiry of the licence
and the cost of renewing the licence.

Should the school/institution not renew the licence, the materials must not be used and all materials removed
from websites, networks and learning platforms.

All Passing Lane materials are protected under the Australian “Copyright Act of 1968” (including any amendments and
subsequent amendments).

The use of Passing Lane materials without a valid licence breaches the copyright laws and Passing Lane retains
the right to seek any compensation available under the copyright law.

Should your school or institution have any further questions or require any additional information about the
licensing arrangements do not hesitate to contact Passing Lane.

Passing Lane Pty Ltd
PO Box 975
COWES VICTORIA 3922

Telephone 1 300 64 98 63
Facsimile 1 300 64 98 64

Email info@passinglane.com.ai
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LANE
MATERIAL MODIFICATIONS

The Passing Lane licence agreement allows the Passing Lane materials to be modified or contextualised to suit the
teaching/training environment.

This includes adding or deleting written content, adding school or institution’s logos and adding your own pictures or
graphics.

Graphics, pictures or illustrations in the original materials can be removed ,but not used elsewhere or modified.

The PDFs can be converted to WORD files using PDF conversion tools that are readily available on the market.
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LANE
UPDATES AND UPGRADES

On occasions the training packages will be updated and if the updates are minor, Passing Lane updates the materials and
the updated materials are provided free to those holding a current user licence.

If the training package changes are substantial, Passing Lane will update the materials.

However, there would be a small upgrading fee charged to those schools or institutions wanting to upgrade their
materials.

Copyright
2016



