Level One COC Exercise 

Task 1
1. Connect your computer input and output peripheral devices and power devices and start the system
2. Desktop customization
a. Change your computer desktop background into Landscapes from Aero themes lists
b. Insert Calendars and Clock to your computer desktop from Gadgets menu 
3. Create the following folder /directory structure in my document.
a. Create the following directory as shown below
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B. Delete Processing folder from the above directory, Restore the deleted folder and shows to your assessor when you restore it.
Task 2. 
1. Set the given IP address to your computer and browse the web.
A.  Set the given IP Address
IP address: 192.168.1.67
Subnet mask: 255.255.255.0
Default gateway: 192.168.1.1
Preferred DNS: 213.55.96.44
Alternative DNS: 213.55.96.44
B. Browse the web address WWW.aau.edu.et from the internet 
Task3
1. Create the following document in Microsoft office 2007 and format as given below 

 (
       
Device
)




Devices   displayed in the Devices and printers folder are typically external devices you can connect to or disconnect from your computer through a port or network connection. Your computer is also displayed.
a. Insert the drop Cap of the first letter in the above paragraph shown above.
b. B. Formal Line Spacing in to 1.5 and font style to bookmark old style.
c. Save the above document in Input Directors of the above folders Task 
1.4 by the name devices
 
d. In the word Options Set: Save Auto Recover information Every 3 Minutes
Task4
1. Create the following table in Microsoft Excel 2007
	Addis IT  solution provide plc

	S.no
	List of items 
	Quantity 
	Unit price
	Total price 
	VAT(15%OF Total Price)
	Grand Total 

	1
	Desk  Top computer 
	120
	10500
	
	
	

	2
	Printer
	10
	6200
	
	
	

	3
	Scanner
	3
	4200
	
	
	

	4
	Photocopy machine 
	2
	35000
	
	
	

	Weekly Total Sales



a. Calculate Total price, VAT (15% of Total Price) , Grand TOTAL rank and WEEKLY total Sales using formula of the excel functions of every sales items. 
b. Save this file by the name Weekly Sales in desktop of your computer.
Task5
1. Install a given software by the given instruction 
a. Install Microsoft Office 2010 by keeping all the previous installed components and install only Access, Publisher and Power Point.
b. Install Adobe reader to your computer. 
Project2: Protect system Application Software and Maintain Inventory connects peripherals and operates the personal computer. 
Total time for this project:1:00 hr 
Competencies cover:
Assessment covers the following units of competence:
ELS ITS1 04 0811 Protect APPLICATION Units of competence:
ELS ITS1 05 0811 Maintain Equipment and Software Inventory   and Documentation 
Instruction On this Project, you should maintain software and hardware inventory and documentation, install application software and protect your computer from any 
 




 
	Software Information 

	s.no
	List of items 
	Name 
	Version 
	

	1
	Operating System Name 
	
	
	

	2
	Application Software
	

	
	
	

	
	1.
	
	

	
	2.
	
	

	
	3.
	
	



c. Install a given printer and print the software file document. 
Task3
1. Install antivirus software 
A. Install provided antivirus
B. schedule  to automatically Scan at Sunday 2:00 AM weekly 
C. show to your assessor how to disable the installed antivirus 
2. Create user account 
a. Create user account by the name TVET it can access  other user files and set security password 123abc 
B.  Create user account by your Name it can’t access other user files 
Project3:  Record and prioritize client support requirement record and prioritize client support requirement 
Total time for this project: 1:00 hr 
Instruction On this project you should record and prioritize user request requirement from the given information
Suppose you are working as ICT support service technicians in Ethiopian car manufacturing company. Ethiopian car manufacturing is an organization dedicated to manufacture quality car for different customer with international manufacturing standard.
As ICT support service Technicians ‘your role and responsibility is to support only identifying help how to use maintenance or troubleshooting software and hardware problem of the organization ICT components.
To give service to the organization you receive request from different department only by Email and Phone messages, not using other form of request mechanisms.
Task I  Today morning when you get to your office you receive the following requests
1. Request by Phone:-
A. Wrt.Amira   from Finance needs support on how to use the new integrated Finance Management System (IFMS).
B. Ato Solomon from Human Resource Directorate and Request you to his computer does not start to prepare new employees qualifications.
2. Request by email:-
C. Ato Mosa from Mechanical Engineering Directorate sent a message that support of car dash board electric maintained.
D. Ato Grima from manager office and request you to upgrade new version of adobe reader.
	S.No
	Client Name
	Department
	Identified Problems
	Priority
	Remark

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	








3. Request  by in Person:
E. W/ro Aster from Design and production department request for your help for her software used for design and control production machine does not work properly.
Task 1
1. Create the following table in Microsoft excels 2007 and save this by the name “Client- request” in desktop.
a. Record the above client request by the above table template
b. Prioritize the identified problems based on the criticalness of the problem.
c. Escalate any task based on the organizational agreement 
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