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This unit describes the performance outcomes, skills and knowledge required to select,
configure and use computer operating systems and basic computer hardware.

At the completion of this course you should be able to:

understand some of the wider implications of working with computers

explain the various hardware components of the computer

understand the role of software on the computer and the different types of software
available for the computer

gain an overview of Windows 7 including windows and menus

use the Start menu and Taskbar to open and manage programs

use Windows 7 to install, update and uninstall programs

understand data storage and navigate your computer's drives, folders and files
navigate the folder hierarchy and work with folders and files on the computer
understand the purpose and function of libraries, and how to manage libraries
work with the Recycle Bin to manage deleted items

work with Favourites and shortcuts in Windows Explorer

personalise your computer and the desktop

work with desktop icons, including creating, selecting, arranging and deleting
manage your printer and printing tasks in Windows 7

optimise Windows and clean up your computer

manage user accounts

understanding the security and safety features of Windows 7

back up and restore your files and the computer

access the command line interface in Windows

VVVVVVVVVVVVVVYVY VVYVY

A4

This unit applies to workers who require the information and communications technology
(ICT) skills to select and install operating system software on to a specific hardware
configuration. This includes configuring the operating system to work with a variety of
hardware peripherals and types of ICT equipment.

Use Computer Operating Systems and Hardware ICAICT201A assumes little or no
knowledge of the software. However, it would be beneficial to have a general understanding
of personal computers and the Windows operating system environment.

208 pages

Many of the topics in Use Computer Operating Systems and Hardware ICAICT201A
require you to open an existing file with data in it. These files can be downloaded free of
charge from our web site at www.watsoniapublishing.com. Simply follow the student files link
on the home page. You will need the product code for this course which is INF912.

This Unit Workbook includes:
v' Competency unit mapping
v" Complete and comprehensive learning resources

« A4 Black and White, A5 Black and White (quantity order only), A5 Full Colour (quantity
order only), Electronic licence

+« Available also as a Reference Booklet (Product Code: RB - INF912)

This information sheet was produced on Thursday, October 18, 2012 and was accurate at the time of printing. Watsonia Publishing reserves its
right to alter the content of the above courseware without notice.
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» Healthy Computing

v Work Health And Safety

v Performing A Computer Risk
Assessment

v’ Setting Up An Ergonomic
Workstation

v’ Activity - Ergonomic Workstations

v’ Breaks And Exercises

v Research - Breaks And Exercises

v Ensuring A Healthy Work
Environment

v Research - Healthy Work
Environment

v’ Specifications And Standard

» Computer Hardware

v Main Components Of A Personal
Computer

v Internal Hardware Devices

v The Central Processing Unit

v' Computer Speed

v' Computer RAM

v' Computer ROM

v’ External Hardware Components

v Computer Peripherals

v Keyboards

v’ Other Input Devices

v Output Devices

v Input And Output Devices

v’ Storage Devices

v' Device Connections

> Software

v Types Of Software

v Software Versions

v' Application Software

v’ Operating System Software

v Differences Between Windows 7
And OS X

v Installing Windows 7

v' Command Line Operating Systems

v’ Graphical User Interface
v' Activity — Software

» Starting Off With Windows 7
v Turning On The Computer
v Logging On
v The Windows 7 Screen

v/ Running Programs From The Start

Menu

v The Anatomy Of A Window

v Minimising And Maximising A
Window

v Resizing A Window Using The
Mouse

v Moving A Window On The Desktop

v Understanding Windows Aero

v Using Aero Snap

v" Shaking Down Windows

v Scrolling In A Window

v Understanding Menus

v’ Displaying Menus In A Window
v’ Closing A Window

v’ Putting Your Computer To Sleep
v" Shutting Your Computer Down

» Using Programs

v Understanding The Start Menu

v’ Starting a Program From the Start
Menu

v/ Running Multiple Programs

v’ Starting Programs From the
Desktop

v Understanding The Taskbar

v/ Managing Programs From the
Taskbar

v’ Closing Programs

v Other Ways To Open Programs

» Working With Programs

v’ Viewing Installed Programs

v' Dealing With Non-Responding
Programs

v Installing a Program

v What Happens During Installation

v Uninstalling A Program

v Keeping Programs Up-To-Date

> Data Storage On Your Computer

v Understanding Data Storage In
Windows 7

v Understanding Windows Explorer

v’ Viewing Storage Devices Using
Windows Explorer

v Viewing Network Connections

v Understanding USB Flash Drives

> Working With Folders

v Understanding Folder Hierarchy

v Navigating The Folder Hierarchy

v Understanding The My Documents
Folder

v" Accessing Your Personal Folders

v’ Creating A New Folder

v’ Copying A Folder

v Moving A Folder

v" Renaming A Folder

v Deleting A Folder

v' Viewing The Hierarchy Path

v’ Changing Folder Views

> Working With Files

v Understanding Files

v’ Creating A Simple File

v Exploring Files In Windows 7

v’ Copying A File

v Renaming A File

v’ Selecting Files

v’ Copying Multiple Files

v Replacing Files

v Moving Files

v Copying Files To A USB Flash
Drive

v’ Setting Files As Read-Only

v Deleting Files

v Deleting Folders With Files

v' Common File Types

» Working With Libraries

v Understanding Libraries

v/ Exploring Your Libraries

v’ Creating Folders In A Library

v Creating A Library

v/ Adding Folders To A Library

v Changing Library Views

v Deleting Folders From A Library
v Deleting A Library

» The Recycle Bin

v Understanding The Recycle Bin
v’ Creating Some Sample Files
v Sending Files To The Recycle Bin
v Restoring Files From The Recycle
Bin
v Emptying The Recycle Bin
» Favourite Locations In Windows 7

v Understanding Favourite Locations

v Adding A Location To Favourites

v' Removing A Location From
Favourites

v Restoring Default Favourites

> Personalising Windows 7

v Understanding Personalisation
Options

v’ Changing The Desktop
Background

v" Other Background Options

v Changing Themes

v’ Setting A Screen Saver

v Changing Mouse Pointers

v’ Changing Display Settings

v’ Personalising Sounds

v Working With Gadgets

> Desktop Icons

v Understanding Desktop Icons
v' Arranging And Resizing Desktop
Icons
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v’ Creating A Desktop Shortcut > Concluding Remarks
v’ Cleaning The Desktop

» Printing

v Understanding Printing In Windows
7

v’ Setting The Default Printer

v Installing A USB Printer

v’ Pausing A Printer

v Printing Files From Windows
Explorer

v/ Managing The Print Queue

v' Sharing Your Printer With Others

v’ Connecting To A Network Printer

» Optimising Windows

v’ Viewing System Properties

v’ Checking Hardware Devices

v’ Tidying Up The Desktop

v’ Performing A Disk Cleanup

v Understanding Power Options
v Choosing A Power Plan

v’ Creating A Custom Power Plan

> User Accounts

v Understanding User Accounts

v’ Creating User Accounts

v’ Switching Users

v Changing The Picture For A User
Account

v Enabling The Guest Account

v’ Controlling User Accounts

v Changing The User Account Name

v Deleting A User Account

» Security And Protection

v Checking The Action Centre

v Checking Windows Firewall
Settings

v’ Checking Spyware Protection
Settings

v Checking Automatic Update
Settings

» Backup And Restore

v’ Preparing Files To Back Up

v’ Setting Up Windows Backup

v Performing A Backup

v' Scheduling Automatic Backup

v Restoring Files From A Backup

v Recovering Previous Versions Of A
File

v Restoring Your Computer

» The Command Line Interface

v Understanding The Command Line
Interface

v The DIR Command

v' The CD Command

v Redirecting Output

v The CHKDSK Command
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