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Maintain Equipment and Consumables
Off-line Activities

Exercise 1
1. What does maintenance mean? 

2. Ink jet printers are more economical than laser printers. 

	TRUE
	FALSE


3. Describe the process of replacing a printer cartridge in an ink jet printer that uses a colour cartridge and a black cartridge. 

4. Printer driver means: - 

	The person using the printer
	The software that the printer uses
	The interface card used by the printer


5. Paper supplies should be stored in a sealed container. 

	TRUE
	FALSE


6. After installing a new word processing application on a client's computer the printer will not print. You suspect the printer driver has a fault. What would you do? 

7. Paper dust is abrasive to the mechanism of a printer. What should you do to ensure the printer does not suffer undue wear? 

8. Your printer is printing with bands across the characters. What is the likely cause of this and what could you do to remedy the fault? 

9. Modern laser printers are only able to print in black. 

	TRUE
	FALSE


10. Describe the OH & S issues associated with servicing printers. 

Exercise 2


Multiple choice 

1. A backup procedure is: 

A. a method of going back to a previous copy 

B. a method of storing files for use in an emergency 

C. a method of compressing files ready for archiving 

D. a method of saving a hard copy of all text documents 

2. DPI stands for: 

A. desirable Print Index 

B. dots Per Inch 

C. double Page Indexing 

D. dots Per Interval 

3. Most printers currently use: 

A. parallel communication 

B. serial communication 

C. wireless communication 

D. network communication 

4. Which of the following is most likely to ensure a properly functioning mouse? 

A. updating the mouse drivers 

B. cleaning the buttons 

C. cleaning the ball and rollers 

D. cleaning the mouse pad 

5. A keyboard can be effectively cleaned by: 

A. vacuuming the keyboard. 

B. removing the key caps and brushing the keyboard. 

C. holding the keyboard upside down and gently tapping the bottom. 

D. hosing carefully with distilled water. 

Exercise 3: Case Study

Client Services Environment

Most organisations have computing equipment which will require maintenance to keep it in good working order. In some cases individuals are responsible for their own equipment, in other organisations there is a section, often the information technology section, that is responsible for all computing equipment in the organisation. 

To ensure that resources required at a critical time are available and in good condition, it is often necessary for the information technology section to manage the ordering and storage of consumables like printer cartridges, storage devices and cables. It is also their responsibility to monitor the shelf life of these consumables. This includes rotating stock to make sure that the consumables that are purchased first are used first. 

Your task 

Choose an information technology organisation that you have studied or participated in for work placement and complete the following questions 

Questions 

1. How does the organisation create an effective service environment through verbal and non verbal communication? 

2. Each organisation will have procedures to follow when dealing with a client problem. 
For example when a hardware problem occurs, such as a faulty keyboard, service personnel will generally follow a different action plan to that used to resolve a software problem, such as word processing software not opening a document. 
With respect to this: -

a. what are the organisation's guidelines for client hardware maintenance procedures? How do these differ from the way in which software problems are actioned? 

b. make a list of consumables that the organisation will need to order and maintain. 

c. how does the organisation maintain a log of all requests for work to be carried out on a particular computer or printer? Create an example for a typical computer fault. The diary/log can be paper-based or electronic. 

Sample format - 

	Date of problem
	Name of person who logged problem
	Nature of problem/task
	Nature of action taken
	Date action taken
	Further action required

	 
	 
	 
	 
	 
	 



** Additional details may be required depending on the nature of the organisation. Check if a maintenance log already exists in the organisation. 

3. If there are a number of problems with a client, how are the problems prioritized ? 

4. Write a report, summarizing the following procedures carried out on a typical networked workstation and printer which are in use over the full working day. Base your answer on your work placement or your school/college computers. 

a. routine maintenance (such as cleaning mouse rollers) 

b. common maintenance problems (replace printer cartridge) 

c. problem solving techniques used (such as file will not open in the application used to create it) 

d. suggestions for ongoing reliability of the system (maintenance and performance improvements). 
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