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About this Book
This Par cipant Handbook is designed to enable training for the speciﬁc Qualiﬁca on Pack
(QP). Each Na onal Occupa onal (NOS) is covered across Unit/s.
Key Learning Objec ves for the speciﬁc NOS mark the beginning of the Unit/s for that NOS.
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Iden fy the classroom structure and equipment
Classify the equipment needed for basic IT opera ons
Recognize diﬀerent methods of training
Understand the beneﬁts of the Online School ERP So ware
Iden fy diﬀerent training delivery methods
Explain installing of hardware and so ware
Iden fy the places of installa on
Explain how the installed equipment is operated
Assist in designing school curriculum
Iden fy the dos and don’ts of designing a curriculum
Iden fy the E-learning hardware
Iden fy the E-learning so ware
Iden fy advantages and disadvantages of learning centres
Iden fy common issues faced by an IT coordinator and teachers/assistants
Manage work as per given responsibility
Handle materials correctly
Report as per schedule and maintain proper documenta ons
Follow the health and safety norms
Iden fy ways to improve the work process
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Key Learning Outcomes
At the end of this module, you will be able to:
1. Describe the basics of IT
2. Iden fy the classroom structure and equipment
3. Classify the equipment needed for basic IT opera ons
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UNIT 1.1: IT Requirement in Schools
Unit Objec ves
At the end of this unit, you will be able to:
1. Iden fy the requirements for schools to enable smart classes
2. Deﬁne the structure of smart classrooms
3. Iden fy the basic computer technology and display products

1.1.1 Basics of IT
Technology has played an integral role in everyday life, be it in the form of communica on ,
entertainment or most importantly, educa on. The tradi onal system of teachers teaching
children has now been modiﬁed by new methods of teaching known as smart classes or a smart
classroom.
A smart classroom equips an instructor or a teacher with a computer supported by audio-visual
equipment and a range of media elements/equipment allowing the instructor to teach. The
range of media includes Microso PowerPoint Presenta ons or commonly known as PPT s,
video links and DVDs which are displayed through a data projector and interac ve white
boards. A data projector simply connects with a laptop or any other computer system and
projects/displays the output or data onto the white board. The following ﬁgure represents the
range of media displayed through a data projector :

PPT

3D Anima on Websites

DVD

Fig. 1.1.1: Range of media displayed through a projector

For the users to interact with a computer, an input or output device is required. The type of
interac on speciﬁes which device is required to get the results. The informa on is sent to the
computer through an input device and the informa on is displayed by the computer using an
output device. A computer func ons using a combina on of two important components –
hardware and so ware.
Hardware
All the components of a computer which can be touched are known as hardware. It is
important to be able to dis nguish between the diﬀerent types of computers based on their
hardware. The diﬀerent types of computers are:
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·

Desktop: The components of a desktop are monitor, mouse and a keyboard. All these
components are separate and connected to the Central Processing Unit (CPU) using wires
or wireless technology. This type of computer is bulky and not portable, as shown in the
following ﬁgure:

Fig. 1.1.2: A desktop computer

·

Laptop: It is a portable unit having all its components (similar to a desktop) integrated in a
single unit. Similar to laptops, notebook computers are also portable but lighter in weight.
A notebook computer is small enough to be carried in hand or in a small bag. Laptops are
shown in the following images:

Fig. 1.1.3: Laptops

·

Tablets: A tablet is a portable personal computer having a touchscreen interface much
smaller than a laptop in size, as shown in the following ﬁgure:

Fig. 1.1.4: A tablet

4
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·

Smartphones: Cell phones which are advanced in a way that they combine a normal phone
to make calls and a compu ng system are called smartphones. Smartphones play a crucial
role in a person’s day to day life. A person can make calls, check mails, send voice
messages, search anything on Internet, set mely reminders and alarm call , and perform
many more func ons using a smartphones. An example of a smartphone is shown in the
following image:

Fig. 1.1.5: A smartphone

A desktop is the most widely used type of computers used in schools, due to its low price and
versa lity. Laptops, on the other hand, are used mainly by teachers and assistants.
The following table explains all the hardware components of a computer:
Component

Image

Descrip on

CPU

Also known as the brain of
the computer, a CPU
performs all the calcula ons
and computa ons. A CPU is
inbuilt in a laptop but is a
separate unit in a desktop.

Keyboard

A keyboard is a rectangular
input device which enables
the user to press keys and
type to enter data. It can be
wired or wireless.

Modem

A modem is a device that
allows a computer to transfer
data over phone lines. It
stands
for
Modulator
Demodulator.
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Mouse

A mouse is a small input
device which enables the
user to navigate the
computer screen using a
pointer
controlled
by
clicking its bu ons. It can be
wired or wireless.

Printer

A printer is an output
device linked to the
desktop/laptop which lets
the user print informa on
on a paper.

Scanner

A scanner is an input device
that converts wri en data
or pictures on a paper to
digital data by scanning it.

Speakers

A speaker is an output
device
that
produces
sound.

Microphone

A microphone is an input
device that converts sound
waves to electrical energy
varia on. It is used to
record voice or interact
with the computer through
voice.

Touchpad

A touchpad is a ﬂat
rectangular surface which
enables users to run their
ﬁngers on the surface. It
lets the user control
movement of the pointer to
navigate on the screen.

Fig. 1.1.6: Hardware components

So ware
It is a part of computer which helps the hardware to func on properly. It also helps the
input/output devices communicate with the CPU. So ware comprises of the opera ng system
along with various programs of the computer.

6
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The following ﬁgure shows classiﬁca on of so ware into three types:

Fig. 1.1.7: Hardware components

System so ware operates the hardware directly and provides a pla orm to run applica on
so ware. Programming so ware is used to maintain, debug, create or support other
applica ons/programs. Applica on so ware enables the computer to perform special
func ons such as crea ng documents, performing calcula ons, making presenta ons and
search the Internet.
The following ﬁgure gives an overview of the hardware and so ware:
Components of Computer
Hardware

So ware

Components of a computer which can be
touched

Part of computer which helps the
hardware to func on

System
So ware

CPU
Keyboard

Linux

Programming
So ware
Java

iOS

Modem
Mouse
Printer
Scanner
Speaker
Microphone
Touchpad
Fig. 1.1.8: Components of a computer
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Hardware and So ware Requirements
An IT coordinator needs to be aware of the minimum requirements of a computer system
typically needed in a school infrastructure and curriculum. Some recommended speciﬁca ons
are as follows:
· Hardware
o Network Adapter: 802.11ac dual band
o Display: 1600 × 900 pixels or higher
o Processor: Intel Core i7-2600, 3.4 GHz, 8MB cache or be er
o Storage: 500GB internal hard drive
o Memory: 3GB DDR3 RAM
o HDD: 320 GB @7200 RPM SATA or higher
o DVD ROM Drive: minimum 8X
o Network Interface Card (NIC): 10/100/1000 on board integrated network port and
GiGa bit Wi-Fi Card
· So ware
o Opera ng System: Windows 8 or Windows 10
o Adobe Reader
o Flash player
o Preinstalled MS Oﬃce 2012 Professional (Academic Version) or higher
o Preloaded An virus with one year subscrip on`
There are certain so ware requirements which are also essen al for running courses on a
Windows opera ng system (OS). For example, Windows OS must have Microso Oﬃce 2016
to support the learning modules. From an opera ng system’s security point of view, an
an virus and spyware protec on so ware known as Microso Defender (for Windows 8 and
above) is recommended.

1.1.2 Classroom Structure and Equipment
A classroom largely aﬀects the quality of educa onal experience. The following ﬁgure
represents the goals which a classroom structure strives to achieve:

Simplicity

Reliability

Consistency

Fig. 1.1.9: Goals a classroom structure strives to achieve

For schools, a smart classroom or simply a smart class has a unique model for delivery of
lessons. A school is equipped with a knowledge centre which consists of the en re smart class
digital content. The Internet connects the knowledge centre, also called a learning centre, to
such classrooms.

8
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The following image shows how a smart class is connected to a knowledge centre:

Fig. 1.1.10: Smart class connected to knowledge/learning centre

The classrooms are equipped with custom designed electronic gadgets. The following ﬁgure
shows the typical gadgets in a standard smart classroom:
Computer
Project
System

Monitor

Document
Camera

Sound
System

Fig. 1.1.11: Electronic classroom standards

Various educa onal concepts are taught in smart classes using digital content. The digital
content contains lesson speciﬁc two dimensional (2D) and three dimensional (3D) mul media
modules in the form of anima ons.
The following ﬁgure lists the features of such digital content:
Rich mul media material for learning

Interac ve and interes ng lessons

Op on of 2D and 3D mul media modules

Fig. 1.1.12: Features of digital content
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One of the most important equipment for a smart class structure is an interac ve whiteboard.
It enables a person to control applica ons by touching the surface of the board. It acts as an
input device, just like a monitor with a big touch sensi ve screen. The following image shows
an interac ve whiteboard:

Fig. 1.1.13: Projec on of image on white board

A computer is connected to the projector. Once the projector is turned on, it displays the
contents on the computer screen onto the whiteboard. This enables the user to control the
computer through the whiteboard by simply touching the board or using special pens.
The following image shows how other equipment are connected to the interac ve whiteboard
to make it work in a smart class:

Fig. 1.1.14: Working of an interac ve whiteboard

10
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1.1.3 Awareness of Latest Compu ng Technology
As an IT coordinator, it is vital to know the purpose of deﬁning all the resources which are
required to fulﬁl the teaching methodology in a smart class. Among various teams involved in
enabling the learning experience in a smart class, the IT team helps in the prepara on of
so ware and hardware, integra on with diﬀerent systems, check ing bandwidth issues and
ensuring Learning Management System (LMS) safety. There are generally eight factors that
help in the implementa on of successful learning in a school. The following ﬁgure lists these
eight factors:

Success Metrics

Training Time Table

Team Leaders and
Schedules

Risk Management
Guidelines

Clear Objec ves

Learning
Management
System

Communica on
Strategies

Quality Standards

Fig. 1.1.15: Factors for successful learning implementa on in schools

In addi on, a proper plan is crucial towards implemen ng the learning, especially when a
school is introducing the smart class concept. The following ﬁgure lists the points that make a
plan vital for implementa on of smart classes:

Costs
Tasks
Project
leaders

Fig. 1.1.16: Need of plan

1.1.4 Awareness of Display Products
The display products used for smart classes vary depending on the need and requirements of
the school. The common display products used in smart classes include interac ve
smartboards, LED displays and projectors. As a popular saying goes, a picture is worth a
thousand words and so it would be only fair to say that a video is worth a million words. This
especially holds true for children to whom a syllabus content is far more interes ng when it is
presented to them through video and audio elements using varied display products in a class.
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It also gives the teachers an added advantage of explaining a concept using three dimensional
(3D) images. For example, if a teacher has to explain the replica on o f DNA, imagine how
interes ng and easy to understand it would be if the teacher shows a 3D anima on to the
students. In addi on, the teacher can replay the anima on, pause to explain it, zoom in and
out of the images and take other ac ons for explaining the concept, without pu ng in major
eﬀort again and again.
Therefore, to be able to explain and use the display products diligently, it is important for IT
coordinators to be well aware of all the features of these products. This would enable them to
further train and assist the teachers and teaching assistants in ensuring smooth func oning of
the classes.

12
12

IT Coordinator in School

Exercise
Look at the picture of some computer devices given in the following table. Iden fy whether
that device is an Input or Output device. Write “I” if it’s an input device and “O” if it’s an output
device.
Image

Input or Output?
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UNIT 1.2: IT Equipment Used for Opera ons
Unit Objec ves
At the end of this unit, you will be able to:
1. Iden fy the equipment used in schools for E-learning
2. Deﬁne the need for maintaining equipment

1.2.1 Various Equipment Used in Schools for Opera ons
The term equipment refers to computer hardware and related equipment , such as cabling,
communica on, and any other technology-related device used regularly in schools for Elearning opera ons. The following ﬁgure lists the diﬀerent types of equipment typically used
in schools for E-learning:
Name
Equipment

of

Images

Descrip on

Interac ve
Whiteboards

It enables the user to
control the computer
through the whiteboard by
simply touching the board
or using special pens.

Digital
Projectors

It receives video signals
and then displays the
image on an interac ve
whiteboard or projec on
screen with the help of a
lens system.

Digital Pens

It resembles a pen with a
USB cradle. It enables a user
to upload handwri en notes
to the laptop/PC.

Classroom
Audio
Systems

It enables an eﬀec ve and
enhanced learning by
incorpora ng audio-visual
experience.

14
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Name of Equipment

Images

Descrip on

Wireless Slates/Tabs

It helps in surﬁng the
Internet or social media
and sending emails. It
can be useful for
uploading documents.

Computer/Laptop

It connects to the
projector
and
the
interac ve whiteboard.
An opera ng system
with
a
post-2000
processor
and
512
megabytes of memory is
appropriate to support
all E-learning pla orms.

Printer/Scanner

It can be used to oﬀer
notes/worksheets to the
students.

Fig. 1.2.1: Types of equipment used in schools

1.2.2 Basic Hardware/So ware Maintenance
Usually, a computer hardware is reliable but , it may get damaged over a period of me. It is
essen al to maintain the hardware system to keep the system func onal and not disrupt the
E-learning experience of the children.
Preven ve maintenance is essen al to ensu re that a computer is func oning at its best.
Maintenance is also required to ensure that the hardware equipment is not damaged or ruined
due to ignorance. For example, to avoid overhea ng of the CPU, fans and vents require regular
cleaning.
In addi on, the so ware also needs to be maintained periodically. For example, a n organized
and clean hard disk helps the computer system to perform be er. Dele ng unused, unwanted
and temporary ﬁles is the easiest way to help the system give be er results.
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The following ﬁgure represents a variety of u lity programs which are used to keep a system
safe and running without unwanted errors:
Defragmenta on So ware
Disk Compression Programs
Disk Scanning Programs
Firewall So ware
Spyware Detectors
Virus Detec on So ware
Fig. 1.2.2: U lity programs to keep a system safe

These u lity programs have speciﬁc func ons in the maintenance of the hardware. They are
as follows:
1. Defragmenta on so ware pulls ﬁles into a common area on the hard disk, thereby
enabling a faster search.
2. Disk compression programs minimize the space taken by ﬁles on a computer.
3. Disk scanning programs check and also a empt to ﬁx errors on the hard disk.
4. Firewall so ware limit unwanted people from accessing a computer through the Internet.
5. Spyware detectors check and remove spyware programs which send informa on from a
computer to the Internet.
6. Virus detec on so ware can detect and eliminate possibly damaging viruses from a
computer.

1.2.3 Other Requirements for Opera ons
The diﬀerent learning environments used for delivering content, keep a track of the learners ’
progress as well as administer their exams. This has changed the outlook towards a rich
learning experience and teaching methodology. In addition, there may be pre-recorded
sessions or live classes happening on such a pla orm.
This technology of interac ve learning classrooms is now widely approved and enabled though
a pla orm called the Learning Management System, or the LMS.

16
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The following image represents the equa on of online learning management systems:

Fig. 1.2.3: Online Learning Management System
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Exercise
Match the following devices with their names.
Device

Names
Laptop

Digital Projector

Scanner

Digital Pen

18
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2. Basics of E-learning
Unit 2.1 – Need for E-learning
Unit 2.2 – Designing E-learning Applica ons
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Key Learning Outcomes
At the end of this module, you will be able to:
1. Understand the concept of E-learning
2. Recognize diﬀerent methods of training
3. Understand the beneﬁts of the Online School ERP So ware
4. Iden fy diﬀerent training delivery methods

20
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UNIT 2.1: Need for E-learning
Unit Objec ves
At the end of this unit, you will be able to:
1.
2.
3.
4.

Iden fy the beneﬁts of E-learning
Diﬀeren ate between tradi onal classroom and E-learning methods
Iden fy diﬀerent training delivery methods
Iden fy the types of educa onal boards in India

2.1.1 What is E-learning?
Any learning or teaching which is supported electronically is called E-learning. Use of
informa on through digital communica on, electronic devices or the internet can be termed
as E-learning. Educa on in this day and age is not restricted to a classroom or a teacher
impar ng the knowledge through conven onal methods.
The emergence of educa onal technology through the use of computers, CD ROMs, videos,
internet and social media has changed the face of learning worldwide. E-learning is fast gaining
acceptance in most schools in India and has provided the base for a boom in educa on,
breaking the barriers of me, distance and ﬁnancial constraints among others.
Some beneﬁts of E-learning are shown in the following ﬁgure:
No
boundaries
or
restric ons

Improves
learning
eﬃciency

Why E-learning?

Cost
eﬀec ve

Fig. 2.1.1: Beneﬁts of E-learning
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No Boundaries or Restric ons
E-learning is not bound by geographical barriers. One does not need a physical classroom for
reaching out to poten al students. Some major Indian E-learning players (such as Educomp
and Learn Today) are reaching out to millions in remote areas through computers, in ternet
and some specially devised E-learning tools. Even the remotest of areas, where specialised
training is impossible to reach due to lack of teachers, are being ﬁlled up through E-learning
modules.
It is one step forward in educa ng India. Also, mo st
schools complement their curriculum with E-learning
tools such as Skype calls to children from other
schools and other countries. With E-learning, you get
the op on to learn with the whole world. People from
diﬀerent parts of the world join to discuss and share
knowledge. Through online learning, diﬀerent
students from diﬀerent countries can exchange
learning processes and through that a cultural
exchange also takes place. This constant cross cultural exchange beneﬁts students in many ways.
Fig. 2.1.2: Online learning

More Fun
E-learning by way of its nature can be fun and interac ve. This has always been one of the
primary objec ves of E-learning prac oners, making it more impac ul than the tradi onal
form. Through the use of various tools such as mul media, interac ve games, quizzes and
personalised ques ons, E-learning can not only be fun but also very engaging.
For example, in schools, children are crea ng their
own games on any given topic through mul media
so ware and learn while enjoying as well. This has
a mul - pronged beneﬁt for the students as they
not only learn the subject but also enhance their
problem solving and analy cal skills. Pla orms such
as Khan Academy make topics so interes ng and
interac ve that even someone who is afraid of the
subject absorbs the concept properly while having
fun.
Fig. 2.1.3: A girl using a laptop in school

Cost Eﬀec ve
E-learning can prove to entail minimal cost
implica ons as it can be accessed from anywhere by
way of a simple internet connec on. It reduces the
costs of travel, books and admission in any
ins tu on.It also allows the student to earn while
learning.

Fig. 2.1.4: E-learning pla orms for school children
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The E-learning modules are so designed that the student can avail it at their own pace and in
their own homes. Moreover, t he cost of development and learning has dras cally reduced due
to the speed and comfort at which E-learning is provided.
Besides, it is important to understand that E-learning, if delivered in the right manner, also
plays a major factor in improving a school’s proﬁtability.
Improves Learning Eﬃciency
A good E-learning module will have all the tools to engage its students for eﬀec ve learning.
Use of technology can simulate real world experiences with virtual tools like mul -player
simula ons or role-plays. This enables students to
prac se real-life scenarios in a secure se ng, which
increases the learners’ conﬁdence.
E-learning can be a powerful tool for students with
diﬀerent learning abili es. Each module can be tailor
made for diﬀerent students depending on her/his
learning capacity and can be very impactful.
Good E-learning systems are very mo va onal and
engaging for students as they adjust to their personal
progress as well as strengths and weaknesses, are
available any me, anywhere and are self-paced.

Fig. 2.1.5: The concept of E-learning

However, t here are pros and cons for both Elearning and tradi onal methods of teaching. The following table shows a comparison
between E-learning and tradi onal methods of teaching:

Criteria

E-learning

Tradi onal Method

Cost

Cost eﬀec ve. Only internet
connec on required

Travel, books, sta onery and other
expenses

Interest

Fun and interes ng

Boring and mundane

Learning
eﬃciency

Improves learning eﬃciency

Learning depends on the pace of
the student and can vary for
diﬀerent students

Scope of
teaching

No boundaries, no restric ons

Needs a physical classroom and a
teacher. Reach of the teaching is
limited.

Types of
learning

Learning new skills such as
technological,
analy cal,
problem
solving
and
gamiﬁca on

Linear and slow learning with less
scope for new skills as it is limited
to books
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Criteria

E-learning

Tradi onal Method

Scale of
eﬀec ve
learning

Personalised training catering to
the pace of the student

A standard common pla orm for
all. Some mes, not as eﬀec ve for
students with diﬀerent learning
abili es

Scope of
prac cal
skills

Cannot learn prac cal skills
online

Works very well in giving prac cal
and hands on experience for any
learning

Scope of
social
interac on

An e-learner has the tendency of
feeling isolated and cut oﬀ from
the real world

Encourages social interac on in a
big way and gives a feeling of
teamwork
and
coopera on,
essen al in any learning

Related
health
hazards

Con nuous use of computer or
any electronic screen can be
hazardous for the eyes

A healthier way to impart and
absorb learning through a physical
classroom and teacher, as it
promotes movable and social
interac on. Instant feedback is
also possible.

Fig. 2.1.6: Comparison between E-learning and tradi onal methods of teaching

Though E-learning has several advantages, it does have few limita ons or drawbacks as well.
For example, a student can watch several videos of making of a wooden table online but
cannot learn to make it ll they do it themselves prac cally. Similar is the case for all skills
requiring prac cal training.
Another disadvantage of E-learning is that the
learning allows the student to learn and interact with
the teachers through video conferencing and online
forums and eventually the student might not feel the
need to meet anyone socially. This can pose a grave
threat to the personality of the student.
Fig. 2.1.7: Incorrect and correct posture
for si ng in front of laptop/desktop
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Health is also one of the main concerns with most e-learners. Si ng in front of the computer
screen for long period of me can result in a bad posture and severe back or shoulder pain.
Most E-learning pla orms suggest the students to take regular breaks and to do stretches
during the classes.
This brings us to the point where teachers play a vital role
in learning. The role of a teacher is not just limited to
teaching the students through the medium of books.
Nowadays, the job role of a teacher has evolved and they
are facilitators who facilitate new approaches of teaching
for improved learning. Both learning as well as teaching has
modiﬁed due to new innova ons in educa on.
Fig. 2.1.8: E-learning vs. tradi onal method
Similarly, as an IT coordinator, the job role not
only requires a person to be the coordina on link
but also to help/assist teachers and students with the new classroom technologies.
Iden fy Diﬀerent Training Delivery Methods
There are various learning materials and methods that are available for learning. Given the
wide variety of methods to choose from, it may be diﬃcult to decide upon the methods that
can be used. It is therefore important to iden fy the myriad techniques and study their
advantages and disadvantages.
Classroom or Instructor-Led Training
The most basic and popular training technique is the classroom training method. This
technique includes:
·
·

Blackboard/Whiteboard: It is known as the ‘old school’ method but is s ll eﬀec ve.
Story telling: It involves a typical classroom session along with stories that may be used as
examples to meet the learning objec ves.

This technique promotes communica on between the teachers and the students. The
following table lists the advantages and disadvantages of a classroom training session:
Advantages

Disadvantages

1. Eﬃcient method for addressing
a large body of students

1. Not much of an interac ve session
as most of the me, the teacher
speaks

2. Enables personal face to face
interac on

2. Learning outcomes depend on the
eﬃciency of the teacher

3. Every student gets the same
knowledge

3. Scheduling a large group session
gets diﬃcult if the students’
loca ons are sca ered

4. Story telling within the sessions
engages the students
5. Cost eﬀec ve
Fig. 2.1.9: Advantages and disadvantages of a classroom training session
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Interac ve Methods
To make a learning session interac ve, it can be broken up into various types of training
sessions. The following ﬁgure represents the learning methods that can keep the students
engaged, a en ve and involved:

Demonstra ons

Role Plays

Quizzes

Group
Discussions

Interac ve
Methods
Ques on Cards

Ques on
Answer
Sessions

Case Studies

Fig. 2.1.10: Interac ve Methods

There are other ac vi es which need an ac on plan in place to conclude or summarize
important pointers covered in a par cular lecture. The following table lists the advantages and
disadvantages of an interac ve method:
Advantages

Disadvantages

1. Makes the student more recep ve
to informa on being taught

1. Training sessions are considerably
longer than classroom sessions
because the ac vi es are me
consuming

2. Makes the
enjoyable

2. In ac vi es like group discussions,
the essence of topic being discussed
may get lost

learning

session

3. Enables the teachers to put together
informa on in diﬀerent styles to
engage a learner
4. Enables the teachers to give instant
feedback to learners
Fig. 2.1.10: Advantages and disadvantages of an interac ve method
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Internal Process System such as ERP in Schools
ERP stands for Enterprise Resourcing Planning. It is a management so ware for business
processes containing various applica ons that manage business and automate back oﬃce
func ons.
An Online School ERP So ware is a web based so ware applica on designed speciﬁcally for
schools with fonts and icons that are clearly visible to the users. It is also known as any me
student informa on (ATSI).
Technology has made people go paperless and get tasks done in the easiest way possible.
Schools have a lot of issues on a day to day basis when it comes to opera ng daily
administra on. There are various processes and func ons in a school that are done manually,
for example – a endance management, me table management, management of data and
collec on of fees. These func ons when done manually consume a lot of me, eﬀort and
energy. The following ﬁgure shows an Online School ERP:

Fig. 2.1.11: Online School ERP

Hence, the func ons men oned above, when done on the Online School ERP, save me and
eﬀort, eventually increasing the eﬃciency.
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The following ﬁgure lists a few beneﬁts of the Online School ERP So ware:

Accesible any me any place

•Any person can work on it, be it a teacher, parent or
student.

Monitoring a endances

•Using biometric devices and smart cards, a endance
is marked automa cally for teachers and assisstants.

Tracking school transport

•To ensure student's safety, school vehicles are GPS
enabled so that the parents can track the vehicle's
(school bus) loca on.

Customisa on and conﬁgura on

•A system can be customized as per the process ﬂow
and func ons of a par cular school.

Personalised teaching and
learning

•Teachers and students check their class schedules in
advance and access study material at all mes.

Transparency in communica on

•Parents are kept informed about the happenings in
school through newsle ers, mails and circulars.

Fig. 2.1.12: Beneﬁts of the Online School ERP So ware

School’s Aﬃlia on with Educa onal Boards
Each school is aﬃliated to an educa onal board. There are four major educa onal boards in
India. The following ﬁgure lists the educa onal boards prevalent in Indi a:

Educa onal Boards

Council of Indian School Cer ﬁcate
Examina on (CISCE)

Central Board of Secondary
Educa on (CBSE)

State Boards

Interna onal Baccalaureate (IB)

Fig. 2.1.13: Educa onal Boards in India
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Council of Indian School Cer ﬁcate Examina on (CISCE)
The CISCE board focuses equally on arts, languages and science subjects. The beneﬁts of CISCE
are:
· Wide recogni on of its board results in India and abroad
· More freedom and choice for students to decide the ﬁnal subjects
· Reasonably number of schools available under this board across the country
Central Board of Secondary Educa on (CBSE)
CBSE is the most popular board under which fall a major percentage of schools. The beneﬁts
of a CBSE aﬃliated school are:
·
·
·
·

Schools can be found in any area within India
CBSE board results are accepted across all Indian colleges
Teaching methodology makes the curriculum holis c
Books, ac vi es and tutors are easy to look for

State Boards
Each state has its own board of educa on that conducts cer ﬁcate examina ons for class tenth
and twel h. The beneﬁts of state boards are:
· Schools under this board are rela vely cheaper
· Topics under the curriculum are of local relevance
· Schools are within the state
Interna onal Baccalaureate (IB)
IB boards envision is towards all round development of a student. The beneﬁts of IB board are:
·
·
·
·

Stress free and variety of teaching methods
Curriculum is innova ve
Wide acceptance interna onally
Focus is not limited to academic performance
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Exercise
Match the following board aﬃlia ons with the descrip ons:
Board

Descrip on

IB

Topics under the curriculum are of
local relevance

CBSE

More freedom and choice for
students to decide the ﬁnal subjects

State Board

Schools can be found in any area
within India

CISCE

Curriculum is innova ve
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UNIT 2.2: Designing E-learning Applica ons
Unit Objec ves
At the end of this unit, you will be able to:
1. Deﬁne an E-learning applica on
2. List the components of an E-learning applica on
3. Understand what makes E-learning eﬀec ve

2.2.1 What is an E-learning Applica on?
A so ware package designed by developers and used for crea on and packaging of E-learning
content course for learners is known as an E-learning applica on. It enables a person to learn
anywhere and any me. E-learning lessons are mostly delivered through the Internet.
A common and popular example of E-learning applica ons is Moodle. The following image
represents the website of Moodle for schools:
(Note: This image has been taken from the website h ps://moodle.com/cloud/school/)

Fig. 2.2.1: Moodle website

The design of an E-learning applica on envisions student development on the basis of life skills
and values which are included in the curriculum. The curriculum is supported by games,
anima ons labs, ac vi es and simula ons. With the help of easy communica on techniq ues,
it involves and engages parents to par cipate and monitor the learning of their children. The
applica on is designed to have separate features and interface for teachers, parents and
students.
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The following ﬁgure lists separate features and interface for teachers, parents and students:

Teachers

•Engaged and a en ve class due to interac ve learning
•Less me spent on administra ve and repe ve tasks
•Data rich systems to personalize learning experiences
•Professional development by experts

Parents

•Greater involvement in student's educa on
•Enhanced capability to support the child a er school
•Increased connect with schools

Students

•Diverse experiences leading to enhanced understanding of concepts
•Helps in developing a discerning mind through cri cal thinking
•Personalized learning
•Improved outcomes

Fig. 2.2.2: Separate features and interface for teachers, parents and students

Basic Components involved in designing an E-learning Applica on
Some basic components of a typical E-learning applica on are listed in the following ﬁgure:
Smart class

Academic
updates

Subject
mentors and
modules

Circulars

3D lab

Assessments

Fig. 2.2.3: Basic components of E-learning applica on
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A smart class is one of the most eﬀec ve teaching tools used in most schools in India. With the
use of a wide range of hi-tech mul media content, a smart class has literally revolu onised Elearning in most of the classrooms. The content caters to all classes from kindergarten to 12.
Diﬀerent subject mentors or modules in the applica on should be designed for learners from
grade one to ten. These modules need to be tailor made to suit the needs of every learner in
a most engaging and fun way. They should move at the pace of the learner and be interac ve
in nature. Skills such as correct pronuncia on and public speaking for the English subject can
be introduced in a most eﬀec ve and innova ve way.
A 3D lab, which has anima on based learning modules, can also be designed in the applica on.
Such labs enable the students to learn complex concepts on any subject through 3D
anima ons, making them easier to visualise and comprehend.
An eﬀec ve assessment system which the student can use to evaluate life skills and academic
skills is a must for an E-learning applica on. It needs to be designed in such a way that it proves
to be the most comprehensive assessment and counselling system.
There will be frequent updates on the LMS
related to academic units and the scheduling
for the same, class work and home
work/assignment updates, date of assignment
submission, calendar, and reminders and so on.
E-learning is a whole new world of technologyled learning which when prac sed in the right
way can lead to huge beneﬁts to the user.
Most of the good learning pla orms also oﬀer
the best ways to use their pla orm in order to
get maximum beneﬁts.

Fig. 2.2.4: Parent helping in E-learning

The following ﬁgure shows some factors that make E-learning eﬀec ve:

Asynchronous and
synchronous
ac vi es

Clear expecta ons

Suppor ve
community

Eﬀec ve usage of
available resources
Making Elearning
eﬀec ve

Fig. 2.2.5: Factors that make E-learning eﬀec ve
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The best way to reach out to other learners is to form a suppor ve community which enables
close interac on within the community and helps enhancing the learning across the board.
This will beneﬁt both the teachers and E-learning portals and companies.
Some mes many of the E-learning systems complement the conven onal learning and the
teacher should set clear expecta on in the mind of students on how much to depend or learn
from them. For example, deadlines and the schedule of assignments should be set well in
advance for the student, which could be sent either through the email or through the site itself.
A good E-learning pla orm will have a range of learning modali es incorporated in its module
to make it engaging and interes ng for the learner. For instance, it should be interac ve and
research-based so that it enables the student to research in an in depth way as well. Some of
the internet pla orms also have live courses as well as complete coursework online for the
student to get the beneﬁt of both and also learn new skills.
Many a me, due to lack of proper knowledge, the learner does not get the full beneﬁt of
online learning. A well-trained teacher, who knows how to harness the use of internet and Elearning, is vital to a good learning experience of a student. Due the vast pool of resources on
the internet it is important for the teacher to give proper guidance to the students and enable
them get the maximum beneﬁt of the same. Tapping the right resources for speciﬁc learning
is a very important skill.
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Role Play
Divide the number of par cipants into two groups.
One group, Group A, is named IT coordinators. The other group, Group B, is Parents and
Teachers.
Tell the par cipants:
·
·
·
·

Group A has been assigned the work to change the old tradi onal classroom of the school
into a Smart Classroom.
Group B, the teachers and parents, are not convinced about this change.
Each member of Group B needs to state one discomfort or disa dvantage/limita on of a
Smart Classroom versus a tradi onal classroom.
Each member of Group A needs to provide a jus ﬁca on on how that discomfort or
disadvantage will be handled by the Smart Classroom methodology. This member will also
tell a beneﬁt of conver ng the tradi onal classroom into a smart classroom.
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Exercise
Look at the following ﬁgure. It lists some basic components of a typical E-learning applica on
but the words have been jumbled up. Unjumble the words to form the component name.
LASCS SRAMT
----------

SETDAUP

DMOLUES

-------

-------

RICUCALSR

BAL D3

---------

-----

SASSEMETSN
-----------
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3. Installing, Opera ng
and Training of
E-learning Equipment
Unit 3.1 – Installa on of E-learning Equipment
Unit 3.2 – Operate the equipment
Unit 3.3 – Arrange for trainings
Unit 3.4 – Train staﬀ
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Key Learning Outcomes
At the end of this module, you will be able to:
1.
2.
3.
4.
5.

Iden fy installing and dissembling procedures
Explain installing of hardware and so ware
Iden fy the places of installa on
Explain how to refer manuals
Explain how the installed equipment is operated
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UNIT 3.1: Installa on of E-learning Equipment
Unit Objec ves
At the end of this unit, you will be able to:
1.
2.
3.
4.

Iden fy installing and dissembling procedures
Explain installing of hardware and so ware
Iden fy the places of installa on
Explain how to refer manuals

3.1.1 Assis ng in Installa on
The main advantage of today’s technology is that it is user friendly and been designed to make
installa on fast. Though installa on of E-learning equipment is the responsibility of the
technical IT staﬀ or engineers, an IT coordinator should be aware of the installa on process.
Moreover, the coordinator would always be needed in school to assist the technical staﬀ in
installing such equipment.
For any type of equipment, it is important to ensure that the right resources, such as plug
points, power supply, desks, wall mounts, tools and other such basic equipment is func onal
and available in the area or classroom where the equipment will be installed. In addi on, an
Internet connec on may also be needed to install E-learning so ware or check basic
connec vity and func oning of the diﬀerent equipment.
The basic equipment that is ideally installed in a smart class is shown in the following ﬁgure:

Computer

Smart
board

Overhead
projector
Smart
Classroom

DVD
player

Internet
access

Figure 3.1.1: Basic equipment in a smart class
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The use of each of these equipment is as follows:
·
·
·
·
·

Computer: Used for making lesson plans, upda ng a endance records, checking emails,
uploading homework on E-learning applica on, making circulars and many more.
Overhead projectors: Used to project a variety of informa on including images,
anima ons, and photographs, from computers, cameras or other mobile devices.
Internet access: Used to access and view various mul media data and online anima ons.
Also used to send/receive emails.
DVD player: Used to run disks containing video lessons or other rec ordings.
Smart board: Used to explain concepts to students by accessing the computer through it.

Install and Disassemble Equipment
There are various equipment which are a ached to a laptop/computer in a smart classroom
in schools. However, the computer may not work as desired un l all the required components
are assembled and installed properly. It is therefore important to ensure that all components
of a new computer are installed and assembled. Though an IT coordinator will not be doing
these tasks, but, he will be assis ng the technical support team in installing and assembling
the components.
1. Assembling and installing a desktop
Assembling and installing a desktop is very simple, and can be performed by anyone who reads
the instruc onal manual thoroughly and follows it step by step. A typical desktop has a
monitor, CPU, keyboard, mouse and speakers.
The following ﬁgure lists the common steps to assemble and install a desktop:
Remove any plas c
covering or protec ve
tape.

Locate the two power
supply cables.

Plug one end of the ﬁrst
power supply cable
behind the computer
case.

Place the monitor and
computer case on the
desk.

Connect the speakers to
the computer's audio
port.

Plug the other end to a
surge protector.

Locate the monitor cable.

Plug the mouse PS/2
connector into the green
port behind the
computer.

Use the second cable to
connect the monitor to
the surge protector.

Connect one end of the
cable to the monitor port
and the other end to the
monitor.

Plug the keyboard PS/2
connector into the purple
port behind the
computer.

Figure 3.1.2: Steps to assemble and install a desktop
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2. Installa on of wireless mouse and keyboard
The mouse and keyboard may be wired or wireless. The steps performed for a wired mouse
and keyboard vary based on the model and make of the device. The following ﬁgure lists the
steps to install a wireless mouse and keyboard:
Connect
the USB
receiver
into the
USB port
on the
computer

Turn oﬀ
the
computer

Install
ba eries in
both
wireless
mouse and
keyboard

Remove
the plas c
ba ery tab

Switch on
the power
bu ons on
both, the
mouse and
keyboard

Turn on
the
computer

Figure 3.1.3: Steps to install a wireless mouse and keyboard

3. Installing a SMART interac ve whiteboard
The components of a regular SMART interac ve board include a moun ng bracket, the board
to be posi oned, wall anchors and screws along with a power cable/cord. The following ﬁgure
lists the steps to install a SMART interac ve whiteboard:
Draw a horizontal line on the wall using a pencil and
measuring tape, centered on the mid-point where an
interac ve whiteboard needs to be posi oned.
Use the moun ng bracket to mark the moun ng holes on
the wall.

Use a screwdriver to secure a wall anchor at each mark.

Secure the wall mount bracket with the screws.

Hang the interac ve whiteboard on the wall with the help
of another person.
Figure 3.1.4: Steps to install a SMART interac ve whiteboard

4. Installing a printer
A typical printer includes components such as a cord, cable, ribbon and cartridges. Papers
placed in the printer’s tray are a part of prin ng sta onary and not of the printer.
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The following ﬁgure lists the steps to install a printer:
Install the
cartridges in the
printer.

Place paper on
its tray.

Insert installa on
CD.

Run the set up
applica on.

Connect the
printer to the PC
using the USB
cable.

Turn it on.

Print a test page.
Figure 3.1.5: Steps to install a printer

Run the Applica on on Installed Equipment
An IT coordinator’s responsibility is not limited to only assis ng in assembling and installing of
hardware components. An IT coordinator is also required to run the applica ons on the LMS.
The following ﬁgure lists the steps to install License Manager Service (LMS) from a CD:

Open Network
License Manager
folder

Run Setup.exe

Reboot

Figure 3.1.6: Steps to Install License Manager Service (LMS) from a CD

1. Install An virus in Windows Opera ng System
An virus is a so ware for computer s which is designed to search and destroy viruses and other
harmful applica ons. Computer viruses usually slow down the system or corrupt the ﬁles ,
which disrupts the func oning of the computer.
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The following ﬁgure lists the steps to install an An virus on Windows opera ng system:

Step 1

Step 2

Step 3

Acquire an
an virus program

Install the an virus
program

Update the
program

Step 5

Step 4

Set a scan schedule

Scan the computer

Step 6
Keep Windows and
the an virus
database updated

Figure 3.1.7: Steps to install An virus on Windows

The an virus database is an informa on about latest viruses and harmful so ware which
needs to be updated regularly.
2. Install MS Oﬃce
MS Oﬃce includes applica ons such as Microso Word, Microso PowerPoint, Microso Excel
and MS Outlook.
The following ﬁgure lists the steps to install MS Oﬃce on Windows opera ng system:
Step 1: Sign in with your Microso Account
Step 2: Click the 'Install' bu on
Step 3: Click 'Run' to start the installa on
Step 4: Follow the instruc ons in the installer
Step 5: Stay online while Oﬃce installs
Figure 3.1.8: Steps to install MS Oﬃce
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3.1.2 Iden fy Correct Installa on Places
An IT coordinator must consider the size of teaching arena in the front of classroom.
The following ﬁgure shows a typical smart classroom setup:

Figure 3.1.9: A smart classroom setup

The following ﬁgure lists the points that an IT coordinator should iden fy for proper installa on
of equipment such as white boards, projectors, instructor’s podium and si ng arrangement
of students:
Dimension of the classroom
Circula on space between the desktops and desks
Depth of room for projectors to be far enough from screens
Height of the screen
Width of the screen
Figure 3.1.10: Points that an IT coordinator iden ﬁes for proper installa on of equipment
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Dimension of the classroom should be such that you can accommodate a mul -media
instructor worksta on and a reference table. There must be ample circula on space between
the worksta on and screens. Moreover, the room should be deep enough for carts to be able
to move around. These carts are used for portable media projectors to be located far enough
from screens to project images without a keystone shape and large enough to be easily seen.
The screen placement should be high enough to give all students a clear view of projected
images.
In addi on, the placement of the room should be
wide enough for marker boards and at least one
projec on screen to be used at the same me,
spaced far enough apart so that light on the
board does not spill over onto the screen.
A projector mounted on the wall enables to show
bigger images for a be er picture clarity and
be er view for students.

Fig. 3.1.11: A teacher wri ng on smart board

Fig. 3.1.12: A man moun ng the projector

To mount a projector, an IT Coordinator will have to consider a variety of measurements. The
following ﬁgure represents the three major aspects to be considered by an IT Coordinator:

Deciding on Screen Placement

Deciding on
Projector Placement

Figure 3.1.13: Three major aspects to be considered by an IT Coordinator
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Deciding on Screen Placement
The following ﬁgure lists the factors to be considered related to screen placement:

Decide on
the best
loca on for
screen

Decide on
the height
of screen

Know the
size of
screen

Figure 3.1.14: Factors to be considered related to screen placement
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Deciding on Projector Placement
The following ﬁgure lists the factors to be considered related to projector placement:
Calculate projector's throw
distance

Determine its best throw
distance
Calculate the distance,
height and width

Buy the necessary
materials

Understand projector's
ver cal oﬀ set

Calculate ver cal
placement of projector

Secure the wires

Mount the projector

Determine horizontal shi
of lens

Figure 3.1.15: Factors to be considered related to projector placement

Deciding on Moun ng the Projector
A projector’s installa on is very cri cal as it needs to be placed at the right angle. The angle
determines the throw distance, the distance between its posi on and the whiteboard. The
cables must be secured properly along the wall because if le loose, it may prove to be
dangerous.
The following ﬁgure lists the steps related to moun ng the projector:

Figure 3.1.16: Steps related to moun ng the projector
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3.1.3 Refer to Installa on Manuals
The ‘User Manuals’ of products or equipment that are used in smart classes contain all
essen al informa on for the user to make full use of the system. This manual includes a
descrip on of the system func ons and capabili es, con ngencies and alternate modes of
opera on, and step-by-step procedures for system access and use.
A user manual generally has ﬁve sec ons. The following ﬁgure shows the ﬁve segments of a
user manual:
Sec ons of User Manual

Introduc on
System Capabili es
Descrip on of System Func ons
Opera ng Instruc ons
Error Handling
Fig 3.1.17: Sec ons of User Manual

A ‘Help Facili es’ is also present which describes a help desk facility that the user can contact
for error resolu on. Help desk telephone numbers are also included. There are various sec ons
in a typical help book of a par cular equipment.
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The following ﬁgure lists the contents of a help book:

Cover page
Glossary

Title page

Contact
Details

Preface
Sec ons of
Help Book

FAQ

Contents

Guide - How
to Use

Troubleshoot

Fig 3.1.18: Contents of a Help Book

The contents of a help book are:
1. Cover page: Shows the image of the equipment along with the manufacture’s name. The
tle page shows the name of the equipment.
2. Preface: Gives a brief introduc on to the product.
3. Contents page: Lists down the table of contents, that is, the list of topics along with the
page numbers.
4. Guide: Includes all the instruc ons that enable a user to operate the equipment.
5. Troubleshoot sec on: Includes all the issues and resolu on for it which a user can handle
at their end.
6. FAQs sec on: Covers all possible ques ons related to a product and answers to them.
7. Contact details sec on: Provides a call centre or service centre number where the user can
call and register their complaints and seek assistance to their grievances.
8. Glossary sec on: Includes terms along with their deﬁni ons whose page numbers are
men oned alongside.
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Exercise
Iden fy the equipment that are connected to a desktop during its installa on. Put a
against the correct ﬁgure.
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Prac cal
Perform the steps to install a printer and connect to a desktop. Test its func oning a er
installa on.

Equipment:
·
·
·

Working system/Desktop
Printer and cartridges
Paper
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Prac cal
Perform the steps to install MS Oﬃce 2016 on Windows 10.

Requirement:
• Desktop with Windows 10
• MS Oﬃce 2016 installa on disk
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UNIT 3.2: Opera on of E-learning Equipment
Unit Objec ves
At the end of this unit, you will be able to:
1. Iden fy how opera on and demonstra on of E-learning equipment is done
2. Explain how the installed equipment is operated eﬀec vely

3.2.1 Opera on and Demonstra on of E-learning Equipment
Demonstra ng a product is a way of promo ng or showing the opera on of an equipment to
the users. The goal of demonstra ng the workability of an equipment, such as a newly installed
desktop or an interac ve white board, is to introduce the users, in our case teachers and
assistants, to the equipment and answer their queries related to its opera on.
There is nothing be er than a good demonstra on session. It is only a er a demonstra on
(demo) that users understand the opera on of par cular equipment.
There are a few rules which must be considered while preparing for the demo. The following
ﬁgure lists these rules:
Customize
your demo

A er the
demo, close
the deal

Tell the user's
story

Test
everything
beforehand

Rehearse
before
presen ng

Fig 3.2.1: Rules to be followed to prepare an eﬀec ve demo
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3.2.2 Eﬀec ve Opera on of Installed Equipment
Many E-learning applica ons require speciﬁc so ware to be installed in order to work
eﬃciently. Flash and Adobe are examples of such so ware which are usually required by an Elearning applica on to support its working.
It is important to test that mul media applica ons are working on the system and that
equipment like the speakers and projecto r is also func oning well. Therefore, as an IT
coordinator, a few points must be considered for an eﬀec ve opera on of installed equipment
and the required so ware. The following image lists those points:
Make a list of all the hardware and so ware required
Read the user manual/help book to demonstrate the hardware/so ware
Make sure all equipment are in working condi on
Make sure all so ware are up to date
Make sure the equipment is being used for the required purpose
Make sure the equuipment is handled with due care
Plan a schedule to keep a track of equipment's maintainance
Fig 3.2.2: Rules to be considered for an eﬀec ve opera on of installed equipment
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Ac vity
Look at the following image of an LMS. Prepare a demonstra on session in the form of a
presenta on.
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UNIT 3.3: Provision for Training and Assistance
Unit Objec ves
At the end of this unit, you will be able to:
1. Iden fy the elements of online training
2. Discuss the beneﬁts of online training
3. Describe peripheral and consumable equipment

3.3.1 Applica ons of Online Training
Online training takes place completely on the internet and includes various elements for
delivery of lessons. The following ﬁgure represents the mul media elements that make up an
online lesson:

Graphics

Web-links

Mul media
Elements

Video

Audio

Fig 3.3.1: Mul media elements of an online lesson

How online training helps?
Online training lessons are aimed to guide users
through a curriculum coursework. Some
courses are presented online whereas some
courses are available in the form of CD’s or
DVD’s. The online courses enable the users to
have live interac ve sessions with the
instructor/trainer. The courses are supported
with surveys, quizzes, ac vi es, assignments
and tests.
Fig. 3.3.2: A monitor showing learning icons
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Online training also enables a user to access training material from any part of the world by
logging into the designated Learning Management System (LMS) portal.
Beneﬁts of Online Training System
There are mainly four major beneﬁts of online training. The following ﬁgure lists the factors
favouring online training:
Low training costs

Increase in eﬀec ve
and eﬃcient learning

Increased access

Convinient and
ﬂexible mode of
learning
Fig 3.3.3: Online Training Beneﬁts

3.3.2 Operate Hardware during Training
An IT coordinator must operate hardware when providing training. It is essen al to have a
thorough knowledge about opera ng a system.
External Hardware Equipment
The following ﬁgure represents the external hardware equipment:
Keyboard
Parallel ports

Mouse
External
Hardware
Equipment

Serial ports

Disk drives
USB

Fig 3.3.4: External hardware equipment
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Internal Hardware Equipment
The following ﬁgure represents the internal hardware equipment

Internal Hardware Equipment

• CPU
• Video display card
• Cabling
• Network interface card
• Sound card
• Memory chip
• Motherboard

Fig 3.3.5: Internal hardware equipment

Peripheral Equipment
The following ﬁgure represents the peripheral equipment:

Printers, scanners, tape cartridges

Speakers, mul media kits

Fax, modems

Personal Digital Assistants (PDAs)

Bluetooth devices, USB

Fig 3.3.6: Peripheral equipment
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Consumable Equipment
The following ﬁgure represents the consumable equipment:

DVD-R/RW

Cartridges

CD-RW

Ribbons

CD-R

Fig 3.3.7: Consumable equipment

IT coordinator’s role requires a person to assist
the teachers/instructors in opera ng the
equipment used for online training. It is not
possible to hand over a user manual to each
teacher/instructor asking them to learn
themselves as to how they should navigate in
order to learn opera on of an equipment.
Training sessions are held separately for
teachers as well as the students and other
users to enable them to handle the
Fig. 3.3.8: Typical training sessions for IT Coordinators
opera ng systems.
Also, an IT coordinator must assist the teachers as they design content for the training material
to be uploaded on the LMS for the learners and at the same me help teachers with daily
classroom material.
For example, a mathema cs teacher wants to design a training material where a user should
have working space under each problem sum given in an assignment. This training material is
not compa ble on the opera ng system being used in the school. How can the teacher be
helped? As an IT coordinator it is a person’s responsibility to look out for new ways and seek a
resolu on to this issue. A person may seek the learning centre’s assistance to resolve the issue
or may suggest a new template or portal that can be helpful.
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Exercise
Mark the mul media elements in the following ﬁgure:
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UNIT 3.4: Training Staﬀ
Unit Objec ves
At the end of this unit, you will be able to:
1. Discuss training of teachers and assistants
2. Explain how zero complaints are achieved
3. Recognize steps for eﬀec ve coordina on

3.4.1 Training Teachers and Assistants
A SMART whiteboard is touch sensi ve and works as a part of system which includes a
projector and computer/laptop. It is essen al to teach the workability of an interac ve
whiteboard to the teachers and students.
The following ﬁgure represents the working of an interac ve whiteboard in brief:

The computer sends an image of an applica on to the projector

The projector casts the image onto the interac ve whiteboard

The interac ve whiteboard acts as both the monitor and input device

The user controls any applica on by touching the screen

Fig 3.4.1: Working of an Interac ve Whiteboard

The teachers and students must be taught how they should be using the smartboard. As an IT
coordinator, it is important to learn how to operate it in a step by step procedure.
Star ng the SMART Interac ve Whiteboard
Make sure that the projector and interac ve whiteboard are connected to the computer.
Switch on the projector and the computer. The whiteboard gets its power from the computer
and gets activated automa cally. A red coloured light indicates that the whiteboard is ready
to be used. Then, log on to the system with the help of the keyboard. But how will someone
know if the computer system and whiteboard have established? When a green light is seen on
the pen tray, it indicates an established connec on. It also means that the whiteboard is can
now be controlled by touching it.
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A SMART Pen Tray has four colour coded slots meant for pens and there is one slot for the
eraser. Each slot is equipped with an op cal sensor which can easily make out the pen picked
up for use.
Test Basic Func onality
Once the whiteboard is connected, tes ng the whiteboard for its f unc ons becomes
necessary, as the applica ons will be run on it for the users. The following ﬁgure lists the steps
for tes ng the basic func ons of the whiteboard:

Double tap the Internet
browser icon on the
desktop to open a web
page

Tap the On-Screen
Keyboard bu on on the
SMART Pen Tray

Using the On-Screen
Keyboard, open any
website

Press the Go bu on beside
the address bar

Tap once inside address bar
to select the website
address

Fig 3.4.2: Tes ng the basic func ons of keyboard

3.4.2 Resolve Queries and Achieve Zero Complaints
As an IT coordinator, if the teachers and students are sa sﬁed with the service provided in
terms of resolu on to queries, complaints would be rare. However, if complaints do come up,
one must be ready to resolve it with zero defects.
Listen
It is very important for a coordinator to listen to the queries and complaints in order to
understand the root cause of the issue and resolve the problems. However, if the complaints
are complex, it is advisable to reach out for learning centre’s assistance and further
communicate the solu on to the complainant.
Acknowledge
In cases of complex problems which may arise, it is essen al for the person to acknowledge it.
For example, students have been trying hard to submit the assignment but the system
redirects the user back to the Home page. In such a case, acknowledge the issue ﬁrst to inform
the complainants that the ma er has been escalated and they will shortly be informed of a
solu on it the issue. This avoids chaos as well.
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Solve
While solving the issues raised by users, it is essen al for a coordinator to follow up on the issue.
This is important especially in case the issues have been escalated with the learning centre. A
coordinator must also keep in mind that resolving complaints on the spot is be er rather than
dealing with them later.

3.4.3 Coordina ng with Teachers
Not all teachers are tech savvy and most of them may not even know how to operate a
computer. As an IT coordinator, a person has a major role to play in coordina ng technical
tasks in classrooms, computer labs and faculty oﬃces. Moreover, network issues also need
their a en on which are co related to network security and various other func ons.
For example, if the there is a need of installing a new so ware, there are certain set of steps
that need to be carried out; one of them being issue of purchase requisi on. In lay man terms,
there is a proper plan which needs to be in place before a large purchase is even
ini ated/made. Coordina on is done with the technical staﬀ in such cases where they are
asked to download and try the free version of the so ware ﬁrst.
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Ac vity
Work in groups. Discuss and list ﬁve queries related to using a projector which a
user/teacher/instructor is likely to ask you to resolve .
Two queries have been given as sample.
1. Are there any speciﬁc ligh ng requirements while using the projector, for example, should
the classroom be switched oﬀ when the projector is switched on?
2. How do we come to know whether the projector is switched oﬀ or in standby mode?
3. _________________________________________________________________________
4. _________________________________________________________________________
5. _________________________________________________________________________
6. _________________________________________________________________________
7. _________________________________________________________________________
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Prac cal
You are given a faulty motherboard. How would you analyse the type of failure in the
motherboard?
Hardware:
A desktop system with a faulty motherboard
Hint:
1. Symptoms associated with system board hardware failures
2. Typical symptoms associated with system board CMOS setup failures
3. Typical symptoms associated with system board I/O failures
Use:
1. Beep codes
2. Motherboard manufacturer’s manual
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Prac cal
Install a new hard disk to the laptop of a teacher.

Hardware:
1.
2.
3.
4.
5.
6.

Phillips and ﬂat blade screwdrivers (small and medium size)
A 3-claw part grabber
A chip inserter and chip extractor
A TORX head screwdriver
A 1/4" and 3/16" nut driver
A container to hold small parts and screws

So ware:
1. Opera ng system
2. Bootable disk with FDISK.EXE and FORMAT.COM copied onto disk
3. Disk Manager
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4. Managing the
E-learning Curriculum
Unit 4.1 – Basics of an E-learning Curriculum
Unit 4.2 – Content Structure and Presenta on
Unit 4.3 – Preparing Content for E-learning Curriculum
Unit 4.4 – Guiding Teacher/Assistant on the Content
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Key objec ves
At the end of this unit, you will be able to:
1. Understand the importance of E-learning
2. Assist in designing school curriculum
3. Iden fy the dos and don’ts of designing a curriculum
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Unit 4.1: Basics of an E-learning Curriculum
Unit Objec ves
At the end of this unit, you will be able to:
1. Explain the importance of E-learning
2. Assist in designing school curriculum
3. Iden fy the dos and don’ts of designing a curriculum

4.1.1 Introduc on to E-learning Curriculum
As discussed in the previous unit, E-learning is the use of digital technology to enhance and
facilitate learning and training beyond the periphery of a classroom.
With growing use of informa on and communica on technology, E-learning has become a
signiﬁcant part of today’s learning. It is used i n schools to educate, inform, coach and train
students even when they cannot be present in the classroom for tradi onal learning.
It is generally believed that E-learning is a mere teaching of the tradi onal academic courses
over the internet. However, there is a lot more to E-learning then just this. E-learning helps the
students to develop knowledge, skill and understanding of tradi onal academic curriculum, in
addi on to gaining a whole lot of informa on, through the use of computer -based
technologies.
E-learning is changing the role of teachers and thus the learning experience of school children.
With E-learning, school students enter an exci ng world where they study through increasingly
interac ve modes with the help of videos, audios and worka ble examples. Addi onally, Elearning enables ﬂexible use of school classrooms, school schedule and movement of students.
Increased connec vity of schools to the internet in India is providing more and varied
opportuni es for the school IT coordinators to help design and introduce E-learning material
in the school curriculum.
There are many aspects to designing a curriculum for students. It is important to design a
curriculum which ensures that all students receive the same level of educa on.
It’s vital to plan a curriculum because its design and content is not only important for teachers,
but for students as well. While the curriculum details what and how teachers have to teach, it
also explains what students would be learning during its course.
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4.1.2 Designing the Curriculum
Use of E-learning in schools has developed from the corporate industry, where E-learning is
being used to train employees for a couple of decades now.
Schools prefer to develop E-learning curriculum in
addi on to standalone tradi onal courses. The
digital learning curriculum comprises of several
modules. Each module is integrated and requires to
be completed in a sequence by the student, as per
the scheduled melines.
This allows the student to learn a subject
comprehensively. The following list gives a few
advantages of an E-learning course and how it
makes life easier for teachers :
· E-learning eliminates dependence on a
Fig. 4.1.1: Massive online educa on
workplace. It decreases the need for
traveland eliminates requirement for
classroom-based teaching.
· E-learning makes a course more scalable. It enables a teacher to quickly create and
communicate a new idea or informa on.
· E-learning ensures that the informa on is communicated consistently. The result is that all
students receive the same training.
· E-learning creates blended learning, which results in higher knowledge reten on.
· With E-learning, learning is fun and course can be refreshed and updated whenever
required.
School’s E-learning Modules and Curriculum:
The main func on of a school curriculum is to deliver a template (design) that enables the
learning to take place. E-learning curriculum describes the learning that has to take place
during an E-learning study program.
The following ﬁgure depicts the focus areas of a curriculum:

Knowledg
e

A tude

Skills

Fig. 4.1.2: Focus areas of a curriculum
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A curriculum is more than the syllabus. Syllabus simply deﬁnes the contents of a study
program, which is just one part of the curriculum. The curriculum speciﬁcally lays down the
main learning methodology that is required to deliver the course eﬀec vel y.
A school curriculum is considered the heart of E-learning in a school. It is important in modern
educa on as it is the ‘total learning experience of an individual student not just in school, but
in the society as well.’
Designing the E-learning curriculum is a planned, progressive and systema c process of
crea ng posi ve workﬂow for the school’s educa onal system. The following ﬁgure explains
that curriculum is an academic plan that includes the given aspects:

Curriculum

A purpose – goal that each student
shall achieve with learning
A deliverance sequence – order of
learning
An instruc onal method – how
learning will be assessed

Fig. 4.1.3: Curriculum

The following points form the basis of a curriculum:
·
·

E-learning curriculum is a document – oﬃcial plan – of what the school faculty hopes a
student will learn.
It includes the skills and a ributes that will be learned and remembered by the students.

Goals and Objec ves of Designing a Curriculum
The goals and objec ves of an E-learning curriculum includes the purpose and desired
achievement from it. It refers to what is required from the curriculum, and what will the
students end up learning from the designed curriculum. It should be interac ve, easy to
understand, detailed but not clu ered and should eﬀectuate prac cal learning.
Goals and objec ves are characterized by learning, skills and knowledge; they lay down the
framework for assessing the eﬀec veness of a curriculum. A curriculum is regarded as eﬀec ve
as per its outcome that is what the learners have really understood, and how they can
implement the same.
Outcomes and Competencies
The outcome and competence of the E-learning curriculum deﬁnes the measurable
knowledge, skills and learning that the students would have acquired at the comple on of the
curriculum.
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Outcome describes the level of proﬁciency a ained and competence describes the proﬁciency
needed to begin professionally in the ﬁeld of study. For example, through a course in English,
students are able to a ain proﬁciency in grammar, and then use the same in an essay
compe on in the school.
Curriculum Map
Curriculum maps help teachers to describe eﬀect ively the sequence of the course material or
how diﬀerent modules of the curriculum will work together to deﬁne the course. The following
image is an example of kindergarten curriculum map:

Fig. 4.1.4: Kindergarten curriculum map

Benchmarking
Benchmarking involves teachers to make comparison of their E-learning programs with their
compe ve ins tu ons. This helps teachers to iden fy any important lessons that they may
have missed in framing their curriculum. For example, if a teacher has m issed a worksheet on
Pythagoras theorem in a Maths module, in comparison with the E-learning program, the
teacher can quickly correct the mistake and compile a worksheet immediately.

4.1.3: Dos and Don’ts for the Curriculum
Since curriculum comprises a course of study in a school, it is important to frame it very
cau ously, taking into considera on what students should be able to learn at the end of the
course.
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The following table lists a few dos and don’ts to consider while preparing a school curriculum:
Dos

Don’ts

Design the curriculum to enable
development
of
independent
learning skills.

Don’t design a complex curriculum –
misunderstanding
can
lead
to
ineﬀec veness of the course.

Curriculum should establish and
iden fy steps to reach a learning
goal.

Don’t hesitate to deﬁne the curriculum
goals a er comparing it with the
educa onal experiences of compe ng
schools.

Curriculum
should
enhance
conversa on. Students should talk
openly about the doubts and they
should be made to understand that
their feedback is necessary.

Do not blindly brainstorm the student
feedback. It should ﬁrst be analysed and
discussed.

Fig. 4.1.5: Dos and don’ts to consider while preparing a school curriculum
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Exercise
State whether the following statements are true or false. Correct the statements if they are
false.

1. E-learning means dependence on several classrooms as there is a need for travel.
_______________________________________________________________________
2. E-learning makes a course scalable.
_______________________________________________________________________
3. E-learning ensures that the informa on is communicated consistently.
_______________________________________________________________________
4. E-learning creates non-blended learning, which results in lower knowledge reten on.
_______________________________________________________________________
5. Learning is fun and any content can be updated whenever required.
_______________________________________________________________________
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Unit 4.2: Content Structure and Presenta on
Unit Objec ves
1. Iden fy the main concepts involved in course designing and planning
2. Understand primary components of a course

4.2.1 The Content Structure
The content structure (course structure) is the iden ﬁca on of topics for the course. When
designing the content structure, teachers need to keep in mind that the choice of topics is
done in such a manner that it supports learning. Moreover, through the content structure, the
content objec ves of the course should be easily brought to light.
It is important for teachers to want the students to master the course content and use the
content learned in some form. For example, through knowledge about lenses in a physics
module, a student can easily iden fy the type of lens used in a car’s headlight. Generally, it is
seen that teachers consider the ﬁrst aspect, but completely neglect the second, which should
not be the case.
Also, it’s vital to focus on essen al topics only.
Focusing on covering everything that is, including too
many topics in the course content can impede
students’ learning ability. Too many topics only crowd
the students’ mind and leave them with
Fig. 4.2.1: A laptop has replaced a book
limited scope to apply the skills and
knowledge that they were expected to gain
from the course.
It is therefore impera ve for teachers to determine a reasonable scope for the course. This will
include deﬁning the essen al content, which will be helpful in providing students with deeper
analy cal learning.

4.2.2: Concepts Involved in Course Design and Planning
In order to develop reasonable set of topics, teachers should create a list of supposed content
that would cover all the relevant informa on to be provided in the course. These topics should
then be scru nized to arrive at the list of topics that are of utmost import ance in comparison
to the rest. Now, the teacher can easily build course content around these essen al top ics.
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The following ﬁgure lists the materials used for building course content to help students
accomplish their career goals:
Books

Anima ons

Videos

Audio Files

Ar cles

Fig: 4.2.2: Materials used for building course content

Understanding the Course Flow

There are a host of eﬀec ve ways to organize course content to accomplish a set of objec ves,
which a teacher wants fulﬁlled.
The following ﬁgure lists the steps of how a teacher can create the ﬂow of the content in a
chronological order:
Begin with the concrete topics that ﬂow down
to the abstract ones

Take care of theory and then the applica ons of
the same

Ensure theory is followed by prac cal problems
and ques ons

Fig. 4.2.3: Steps to a create a ﬂow of the content

The course structure can be the other way around too. No ma er how the teachers organize
the course content, the goal is simple – it should bring out the learning objec ves clearly, which
are easily comprehendible and iden ﬁable for the students.
So, what’s really the learning goal? The goal is to arrange the topics in such a manner so as to
build a storyline. The following ﬁgure shows how a course should ﬂow:
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Tell a story

Have a beginning

Have a body

Have a conclusion
Fig. 4.2.4: Flow of a course

This allows the students to correlate the new topic in the course with the pervious topic or
idea and thus learn in a systema c ﬂow.

4.2.3 Primary Components of a Course
The three main components of course content are learning objec ves, assessments and
instruc onal strategies. The following image depicts the various components of a course:

Fig: 4.2.5: Various components of a course

Learning Objec ves
Learning objec ves of a course means what a teacher wants the students to learn and
understand from a course content. Learning objec ve is the speciﬁc knowledge, skills and
a tude that a student is expected to develop, learn and master at the end of t he course.
A teachers must develop strategies to combine and arrange a number of instruc onal ac vi es
and topics that would help the students to accomplish their learning goals. To design an
eﬀec ve course, a teacher must ﬁrst think about what the students should be able to achieve
when they are done with the course. The teacher must lay down the objec ves of the course
and then set out to develop it. The objec ve of designing a course on Sets and Venn
diagramsfor example would be to have complete understanding of universal set, union and
intersec on of a set.
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Having understood the learning objec ves, teachers can then iden fy the knowledge, skills
and tools that the students would require to accomplish the learning objec ves.
Assessment
Assessment for a course is the basis of a curriculum, since this is the best way to calculate the
grades for students.
The following ﬁgure shows the components of an assessment:

Essays

Assignments

Examina ons

Fig. 4.2.6: Various components of an assessment

But, are these components the ul mate benchmark to know if students are learning? How
does a teacher know?
Assessment of a course (and its learning a ributes) is therefore necessary for both teachers
and students, and it should be slightly more than the above men oned tradi onal methods.
Assessment is most eﬀec ve when it’s not based on one informa on -gathering source, but is
gathered from mul ple sources. Data from one par cular source of informa on (say
assignments) is limited for student evalua on.
Thus, in addi on to examina ons, assignments and other evalua on items, a teacher must
consider the following ques ons to arrive at a more interes ng method for assessment.
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The following ﬁgure lists the ques ons to be answered in order to arrive at a more
interes ng method for assessment:

What are the
primary goals and
objec ves?

What por on of
the course seems
to confuse
students?

What were the
good areas of the
course, and what
needs
improvement?

What kind of
follow-up is
required to make
the content
appropriate for
student to achieve
maximum
learning?

Fig. 4.2.7: Ques ons to be answered to arrive at a more interes ng method for assessment

Instruc onal Strategies
Instruc onal strategies are the next step a er learning objec ves and assessments. The
teachers need to evaluate the diﬀerent types of instruc onal ac vi es that they will use to
engage students in the course and help them meet the learning objec ves.
The key for successful strategies is to form instruc onal strategies along with learning
objec ves and assessment. Though a few strategies that teachers may devis e are ﬂexible, but
most of them require to work in combina on with other components of a course to achieve a
par cular set of objec ves. The following table lists the diﬀerent types of strategies along with
their objec ves:
Instruc onal strategy

Objec ve

Transmi ng informa on through
lectures

Crea ng
communica on
discussion

This helps enhance student reading
and understanding ability. Also,
teacher can use the me to address
student course queries, create
interest in new areas of learning and
mo vate students to comprehend
assignments.
By communica ng and discussing the
subject, topics or assignments
problems can be iden ﬁed and any
conﬂict can be addressed. Teachers
can also receive valuable feedback
from students.

through
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Enhancing informa on and knowledge
through group ac vi es

Group projects can help students
develop their cogni ve, leadership,
communica on
and
conﬂict
resolu on skills. It also helps them
tackle problems and understand
distribu on of work for be er
eﬃciency.
Case studies are important for
students to upli their cogni ve
understanding and skills. With wellpresentedj case studies, they can
start to think cri cally and develop
knowledge of real world scenario.
Understanding in an interac ve
manner by seeing things happen
prac cally enhances a student’s
content grasping ability instantly. The
students can self-evaluate their skills
in
any
of
the
men oned,
approximately real-life situa on.

Involving students in learning through
case studies

Developing disciplinary and prac cal
learning with audio-video, lab-works
and studios

Fig: 4.2.8: Diﬀerent type of instruc onal strategies
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Exercise
Look at the following ﬁgure which describes a course ﬂow.
Fill in the missing components of a course in the ﬁgure.

Start with a Story

Beginning

_________________

__________________
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Prac cal
A teacher is trying to access the E-learning portal of the school, but the screen keeps giving the
following
message:

Perform the steps to diagnose the issue and provide a resolu on.
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Prac cal
A student has told you that she is ge ng a screen as shown in the following image:

Perform the steps to check for the issue and provide a solu on.
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Unit 4.3: Preparing Content for E-learning Curriculum
Unit Objec ves
1.
2.
3.
4.
5.

Deﬁne the objec ve of formula ng content
Create content framework for E-learning curriculum in schools
Iden fy the things to keep in mind while deciding the topics of interest
Use the Internet as a source for collec ng informa on
Organize informa on according to curriculum dura on

4.3.1 Content Prepara on
While preparing the E-learning curriculum, it should be kept in mind that the content in the
curriculum forms a coherent learning experience. The content should always be a r eﬂec on of
the knowledge, skills and values which need to be passed on for understanding of the subject.
The content for E-learning curriculum is derived from the primary objec ve of impar ng
knowledge in schools and educa onal ins tu ons. Based on this objec ve, the content takes
shape, and it should strictly be in line with the
educa onal objec ve.
The purpose of the curriculum deﬁnes all the content
structure for E-learning, such as the reason why the
content is being formulated. Also, it should clearly
deﬁne what the students need to know and what they
will gain out of it. For example, students need a be er
understanding
of
E-learning
Fig. 4.3.1: E-learning can be used for extensive reaserach
applica ons, and how to operate them
in real me.

4.3.2 Preparing the Content for Training
While preparing the content for E-learning, as an IT coordinator, the dura on of session should
be kept in mind. The session can be of one or two hours depending on the level of training
required. The dura on of classes in one day should also be kept in mind while framing the
content. Depending on these criteria, the curriculum mainframe is deﬁned. Consequently, the
content in E-learning curriculum takes shape.
For example, the session for E-learning could be of 10-15 minutes only in each one hour class,
and the other 45 minutes could be of tradi onal classroom learning. Each sec on/unit of the
E-learning curriculum needs to be prepared keeping in mind the dura on of classes. This
results in smooth learning and teaching experience for the students and the IT coordinators in
schools.
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Some ps to prepare content are:
·
·
·
·
·
·
·
·
·
·

Consult exis ng curricula available online or in libraries
Take advice from te achers or supervisors
Have a sample of E-learning curricula
Understand the objec ves of E-learning curriculum
Decide on the learning goals of each unit
Divide all the content into small sec ons
Create a template to organize content
Consult with school authori es about any an exis ng template
Make the curriculum content presentable with proper headlines, objec ves, sub headlines, pictures, diagrams, tables, graphs and illustra ons
Prepare general ques ons at the end of each unit/chapter

Chapter Classiﬁca on in the Syllabus
Chapters are the main classiﬁca on elements of E-learning curriculum, and should be properly
organized. It should be strictly in accordance with the syllabus speciﬁed by the concerned
school educa on board. The basic topics should be covered in the chapters in the beginning
while the elaborate and more diﬃcult topics should be covered consequently.
The chapters should follow a logical sequence and the units should be uniﬁed at all mes. All
these chapters need to be in line with the overall objec ve of E-learning curriculum. The
content in chapters should always be in rela on to other parts of the curriculum.

4.3.3 Development of Content as Per the Curriculum
The essen al part of any E-learning curriculum development is its ability to clearly deﬁne all
the topics without any confusing sec ons. Easily understandable language is the holy grail of
E-learning curriculum and it should cover all
the objec ves. The content development stage
should have accurate mapping of learning
sequence in a logical manner for smooth
progress of the students throughout the
session.
Since content development for E-learning
curriculum is a repe ve learning process,
therefore it will contain many versions of
metables or other course documents
Fig. 4.3.2: Development of e-learning
before it is ready for implementa on.
content
Few things to keep in mind while developing content are:
· Content reﬂects the job that learners will perform a er the training.
· Individual elements should be directly related to the learning outcomes.
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· Total me dura on invested in each element of the course is appropriate.
· There should be a balance between the theore cal and prac cal knowledge.
· Pitch of the content needs to be according to the understanding of the learners.

4.3.4 Extrac on of Addi onal Content
A er ﬁnalizing the content development strategy, the next step is to collect the most relevant
content from diﬀerent sources. Internet is the most abundant source for collec ng informa on
on managing E-learning curriculum. Apart from
assimila ng relevant informa on for each chapter,
websites are also a good source for relevant pictures,
illustra ons and diagrams. Content enrichment is a
major goal of any curriculum and researching for
informa on from related websites is essen al. As an
IT coordinator in schools, one needs to consider
educa onal websites as a major source of accurate
informa on.
Some advantages of extrac ng content from the
Internet are:
·
·
·
·
·

Fig. 4.3.3: E-learning diagram formulas

Relevant and updated informa on
Guidance on how to create the general framework of curriculum
Abundant source of pictorial content
Makes it easy to formulate topic speciﬁc content
Accuracy of informa on can be checked

The Internet is an endless source of informa on on trending E-learning applica ons. Therefore,
ﬁnding the relevant informa on without was ng me is important. Ge ng confused or
ge ng oﬀ course while searching for in forma on needs to be avoided. Having a speciﬁc set of
keywords for the search queries is important. The informa on
can be found using Images, Videos, News or Books tab below
the Search bar of Google search engine. For example, while
researching for latest E-learning applica ons, search for all the
relevant content in videos, images and e-books.
How to collect informa on from the internet:
·
·

·

Collect all the websites, images, videos and E-books with
related informa on
Then ﬁlter down the sources with relevant informa on
and collect it in an organized manner
Fig. 4.3.4: Finding relevant informa on
Start preparing the content with headers, subheaders and pictorial representa ons.
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Exercise
You have been given the assignment to prepare content for an Environmental Science project
of 9th grade.
Arrange the following steps (number them) into the sequence that you will perform them to
collect informa on from the Internet.

Filter the sources with
relevant informa on.

Collect informa on in an
organized manner.

Prepare the content with
headers, sub-headers and
pictorial representa ons.

Collect all the websites,
images and videos.
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Unit 4.4: Guiding Teacher/Assistant on the Content
Unit Objec ves:
1.
2.
3.
4.

Train the teaching staﬀ about the curriculum to be followed
Schedule classes and prepare me table accordingly
Ensure smooth E-learning in classrooms
Modify the curriculum based on feedback

4.4.1 Training the Teachers
As an IT coordinator, forming the curriculum is the ﬁrst vital step. The next step is to educate
and form guidelines for the E-learning course. Making the teachers and assistants understand
the objec ve of the curriculum is of utmost importance as they will be educa ng stu dents.
Being clear about the objec ve of the learning program reﬂects in the proﬁciency of the
students in understanding the E-learning applica ons.
Any confusions and doubts on the educator’s end can hamper the objec ve of E-learning
programs. Also, it will create confusion for the students who will then ﬁnd the subject
uninteres ng in the long run. The following image shows a teacher training session about the
curriculum:

Fig. 4.4.1: Training teachers about the curriculum

The teaching and learning methods have to be derived from the curriculum content and
learning objec ves. This should always be done in a meaningful way, and result in a ainment
of respec ve objec ves such as easy prac cal learning and understanding of the subject
thoroughly. Apart from the contemporary methods, implemen ng ﬂexible methods in Elearning is also recommended. For example, use of latest technological hardware for seamless
video conferencing during the course of subject. The conference call can be from th e main
learning centre regarding the use of E-learning apps. Most importantly, E-learning curriculum
should be designed to keep the students aligned with eﬀec ve learning. The
teachers/assistants facilitate to provide learning in a prac cal form.
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The following ﬁgure lists the things to consider while guiding teachers and teaching assistants
on the curriculum:
How will prac cal skills be taught in sync with theore cal learning?
How should the students be guided for independent learning?
What are the required resources for eﬀec ve teaching and learning of e -learning
applica ons?
How to inculcate logical thinking and cri cal analysis at the level of learner?
What are the constraints aﬀec ng the teaching and learning process?
What is the infrastructure and technology in schools to deliver digital content
learning?
How to involve periodical par cipa on of teachers and students in professional e learning communi es?
How to introduce innova ve methods for be er learning experience?
What will be the form of ongoing assessment of students to increase produc vity?
How to infuse new technologies for student engagement, learning and
achievement?
Fig. 4.4.2: Things to keep in mind while guiding teachers and teaching assistants

The E-learning curriculum needs to have a pre-decided timetable for classes that will take place
on daily or weekly basis. The daily learning tasks, such as prac cal sessions and educa onal
tours, also need to be considered when preparing the ﬁnal dra of the E-learning curriculum.

4.4.1 Smooth Func oning of the E-learning Training
Once the E-learning has been developed, the next step is smooth implementa on in training
programs. It is important that teachers, volunteers and students, who’ll implement the
training, interpret the curriculum correctly.
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The following image shows an E-learning training program:

Fig. 4.4.3: E-learning training program

Pilot Training and Pre-Tes ng
Before implemen ng the training program, it is advised to try out the dra of curriculum for a
few days in diﬀerent real -ﬁeld condi ons which is also known as pilot training. This will solve
the small issues which cannot be foreseen, and help modify the curriculum to meet the needs.
For example, if a new E-learning method is introduced into the curricula, teachers need
addi onal training. This may be done by introducing new innova ve mechanisms for
systema c evalua on.
Monitoring and Evalua ng
This part of any curriculum development process looks out for bo lenecks, serious setbacks
or reoccurring issues that hinder the learning process. As an IT coordinator, one needs to
devise ac vi es for accurate input deliveries, smooth work plans and expected output of the
ac vity.
Monitoring includes seeing how the teachers are implemen ng the E-learning in classrooms.
Also, monitoring the assessment methods employed by the teaching staﬀ is important.
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The following ﬁgure explains the commonly used methods of monitoring and evalua ng the
curriculum:

Observa on

Feedback
Ques onnaires
Focus Group
Mee ngs

Reports

•The teaching and learning process can be monitored
in depth by analysing the recorded feed of classroom
teaching.
•To collect informa on and real - me feedback from
staﬀ, students or external staﬀ, the ques onnaires
play a vital role.
•Structured and semi-structured mee ngs of a focus
group are useful in quality assurance of the
curriculum design.
•Crea ng detailed reports on the implementa on of
E-learning curriculum.

Fig. 4.4.4: Methods of monitoring and evalua ng curriculum

4.4.2 Arrive at Quick Resolu ons
As an IT coordinator in schools, detec ng and resolving issues in real- me is vital for the
success of curriculum implementa on and learning. Failing to do so can result in disrup on of
learning in classrooms. Therefore, it is important to have everything running smoothly . To do
this, IT coordinator needs to keep in mind the following things:
Resolve Content Related Concerns
Content related issues need to be addressed at the earliest, otherwise the whole purpose of
learning is aﬀected. Any false informa on and misrepres enta on of facts can lead to serious
problems. As soon as some problem with the content forma on is iden ﬁed, IT coordinator
needs to resolve it or get in touch with the appropriate person to resolve it.
Resolve Queries on the Content and Presenta on in the Applica on
The content and presenta on in the E-learning applica on may not be completely understood
by all. Iden fying the problems and queries in individual modules of the curriculum needs to
be done as soon as possible.
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Resolve any Queries from Teachers on Usage of Applica on and Hardware
Since the E-learning program is going to be in close rela on to technology, there may be
queries of the staﬀ regarding the usage of par cular hardware or so ware applica on. For
example, there can be a problem with connec ng to the remote server while having a video
teleconferencing session. The IT coordinator needs to train the teachers on how to resolve
minor issues as and when they occur.
Sa sfac on of the Teacher as per Relevance of Content Prepared
The content of curriculum should be in line with the teaching methods and in accordance with
the prac cal sessions conducted in schools. If the teachers are not comfortable with the
curriculum, then it is going to create a hindrance in learning of the students.
Valid Inputs for Content and Design Modiﬁca on Based on Feedback
As the curriculum goes through the pilot and pre-tes ng phase, and then into the real Elearning in classrooms, feedback from teachers is important to make the necessary
modiﬁca ons in the content. The feedback given by teachers and students addresses the real
life problems that are encountered. Solving these issues strengthens the curriculum content
forma on for the future. The following image represents ﬁnding solu ons to content related
problems at the earliest:

Fig. 4.4.5: Find solu ons to content related problems at the earliest
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Exercise
Match the following methods of monitoring and evalua ng curriculum with their deﬁni on.
Feedback/
Ques onnaires

•Analysing the recorded feeds of classroom
teaching

Reports

•Collec ng informa on from staﬀ, students
or external staﬀ

Observa on

•Gathering data collected from experts

Focus group
mee ngsReports

•Crea ng organized structured summary on
the implementa on of e-learning
curriculum
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Prac cal
You received a complaint from the computer lab assistant that the laptop is not giving
audio output. How would you troubleshoot the problem?
Components:
·
·
·
·
·
·
·

System with faulty sound card
Flat/Phillips screwdrivers
Screws
Sound card
Correct drive cables (IDE or SCSI)
Audio cable to a ach CD-ROM drive to sound card
Installa on disk for the new sound card
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Prac cal
Design a feedback form for teachers and teacher assistants that can help you get a be er
insight into the quality of the tasks you are in-charge of in the school.

Hint:
1. Include meliness
2. List the tasks that you carry out as an IT Coordinator
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5. Manage Compu ng
and Display Systems
Unit 5.1 – Maintaining the E-learning Hardware
Unit 5.2 – Maintaining the E-learning So ware
Unit 5.3 – Coordina ng with Customer Care Centre or Repair
Centre
Unit 5.4 – Achieving Produc vity and Quality
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Key Learning Outcomes
At the end of this module, you will be able to:
1. Iden fy the E-learning hardware
2. Iden fy the E-learning so ware
3. Discuss the need of coordina on with customer care centre
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UNIT 5.1: Maintaining E-learning Hardware
Unit Objec ves
At the end of this unit, you will be able to:
1. Maintain hardware
2. Iden fy correct methods for cleaning systems
3. Provide necessary technical support for all E-learning equipment

5.1.1 Basic Cleaning and Usage Norms
Keeping a computer and its peripherals clean from dust and debris helps in keeping the
opera ng temperature down. It also ensures preven on of any false circuit forma ons that
can short circuit the Integrated Circuits or IC’s or transistors. In addi on, regular cleaning of all
computer hardware eliminates the chances of the spreading of bacteria.
As an IT coordinator, educa ng the teachers, assistants, and other staﬀ members about basic
maintenance is of great importance. Cleaning the computer and its peripherals ensures the
longevity of the product lifecycle. Some precau ons that should be followed are:
·
·
·
·
·
·

Follow manufacturer instruc ons provided in the instruc on manual of the devices.
Always unplug the equipment from electrical sockets before perf orming maintenance
checks.
Use an -sta c wristband, which is used to ground a person working on sensi ve electronic
equipment.
Never spray liquid cleaners near internal computer hardware as it can short circuit the
electronics.
Do not keep magnets around the computer and its peripherals.
When cleaning the inside components of a computer, don’t touch any chips or circuits and
instead use so brushes as shown in the following image:

Fig. 5.1.1: Cleaning of internal components with a so brush
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Some useful cleaning ps are:
·

Use a vacuum cleaner to suck up dirt and dust par cles. For cleaning the CPU, use a
ba ery-powered vacuum cleaner or compressed air to avoid damage to the circuit board
due to sta c electricity.

·

To clean monitors, keyboards and other peripheral devices spray the cleaner onto a so
cloth and then clean the surface. Always use a highly diluted solvent to clean the computer
and its peripherals. Rubbing alcohol, ammonia diluted in water or plain water is also a good
cleaning agent for computer equipment.

Fig 5.1.2 Gently clean the CPU with a vacuum cleaner

Fig 5.1.3 So cloth and diluted spray for cleaning computer equipment
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·

To clean circuit board and chips, use a so an -sta c brush. Such kind of brushes clean oﬀ
all the dirt and dust from hard to reach corners.

Fig 5.1.4 Use an sta c brush to clean delicate circuit board like RAM

5.1.2 Maintaining the Equipment
A er purchasing the hardware and installing it in schools to enable smart classes, it is
important to perform regular maintenance checks to iden fy problems and ensure smooth
func oning of the equipment. For compu ng and display systems , keeping a check on
problems at the ini al stage ensures the longevity of hardware and so ware applica ons.
Performing mely checks keeps the equipment running in top condi on , which is pivotal in
avoiding any unforeseen hiccups. It is also important to ensure that the exis ng hardware such
as processors, hard drives, RAM or the graphics processing unit (GPU), are upgraded
periodically, to keep up with the changing technologica l advances.
For example, current genera on Intel processors work best with NVidia graphics processors
paired with DDR3 RAMs.
Why is Maintenance Important?
· Maintain hardware and so ware compa bility
· Avoid electrical faults occurring due to loose wiring or faulty conﬁgura ons
· Toggle system func onality without any hassle, for example to add network nodes or
designate system for servers or CRM purpose (to maintain school data such as record of
students)
· Avoid system guaran es/warran es ge ng void due to non-maintenance issues
Beneﬁts of Regular Hardware/So ware Maintenance
· Reduced costs on long term maintenance and upgrade of computer systems
· Timely technical support from manufacturer in case of hardware/so ware issues
· Improved performance of the technology systems such as the school ecosystem
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The following ﬁgure lists the steps for computer maintenance:
Iden fy the purpose of
maintenance

Implement the
maintenance tasks

Consolidate hardware and
so ware requirements

Perform safety checks

Test the system
Fig 5.1.5: Steps for computer maintenance

Maintain the E-learning Applica on
E-learning applica ons play a pivotal role in basic learning (electronic educa on programs) in
schools, universi es and other educa on ins tu ons. Maintaining the E-learning
applica ons/so ware is important for smooth func oning of the learning ecosystem.
Upda ng E-learning so ware means there is more learning material and modules included in
the applica on. Also, new versions of online learning so ware come with bug ﬁxes which are
important. Regular update of E-learning so ware ensures smooth opera ons in schools. To
perform E-learning applica on maintenance, ensure that the following steps are conducted:
·
·
·

Check for any new updates of the applica on online.
If there is a new update, download and install them.
Check with your so ware vendor for any new E-learning applica ons which come with
latest training material.

A er Sales Support for Hardware Equipment Used in Schools
Throughout the product lifecycle, ge ng a er sales support from the Original Equipment
Manufacturer (OEM) is important. All the a er sales ac vi es comprise of repairs, upgrades
and warran es which are me constrained.
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The following ﬁgure represents the things included in a er sales support and warranty on
computer equipment:
Post-sale training on how to maintain and
troubleshoot hardware and so ware
issues

Periodical checks for any hardware
problems that develop

Replacement of faulty hardware and
peripherals covered under warranty

Vendor support for corrupt
so ware/applica ons installed on
computers

Fig 5.1.6: Things included in a er sales support and warranty on computer equipment

To Get Warranty and A er Sales Support
· Contact computer vendor or OEM regarding the hardware/so ware issue via telephonic
communica on or E-mail.
· In case of any new hardware installa on requirements , prepare a quota on and then
contact the computer vendor.
· Go through all the equipment papers supplied at the me of purchase to check what is
covered under the warranty.
Diagnose Basic Problems in Hardware
Over a period of me, compu ng technology systems may develop hardware issues which
need to be taken care of. The ﬁrst step is to iden fy whether the glitch is hardware or so ware.
Once a hardware issue is conﬁrmed, the second step is to determine what the issue is. In case
the computer is boo ng slowly it could be a hard drive problem. On the other hand, if the
computer is freezing/hanging during opera on, it indicates RAM issues. Any other issues could
be related to the connected peripherals; mouse, keyboard or printer.
The following ﬁgure lists the steps to determine hardware problem:

Shut down the
computer, unplug all
the cables and
a ached peripherals

Reboot computer in
Safe Mode and then
run Windows Memory
Diagnos c test

Check any new
installed hardware
that might be causing
the problem

Even then if the
problem persists,
contact the vendor or
OEM for support

If problem persists,
check all the
peripheral devices and
memory components
like RAM, hard drive
or cables for any
strange sounds

Any hardware issues
will be reported and
solu ons will be listed

Fig 5.1.7: Steps to determine hardware problem
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Dos and Don’ts of Maintaining Equipment
As an IT coordinator, taking care of computer equipment is important for smooth func oning
of all the IT related tasks in a school. Once the equipment is procured and installed the next
step is to take proper care of all the PC hardware and peripherals such as mouse, keyboar d,
and printer and so on. The following table lists the dos and don’ts of maintaining hardware and
so ware:

Dos
Hardware

Don’ts
So ware

Hardware

So ware

Clean
all
equipment with
a clean cloth

Use An virus and
An SpyWare
programs

Don’t
remove
hardware
components
without properly
shu ng down

Don’t
use
pirated version
of so ware

Upgrade
the
hardware
components
regularly

Update
opera ng system
on regular basis

Don’t shutdown
the computer
when
the
so ware is in
use

Remove
computer and
peripherals from
electrical sockets
before cleaning

Defragment the
hard drive to
speed
up
performance

Don’t store the
hardware
equipment
in
extremely hot or
cold
temperatures
Don’t eat or
drink
near
computer

Use
so
an sta c brush
to clean circuit
boards

Shutdown
computer
properly to avoid
so ware issues

Don’t delete the
so ware
directly from the
installed folder

Don’t
install
hardware
components
without reading
the manual

Fig 5.1.8: Dos and Don’ts of maintaining hardware and so ware

Dos for Maintaining Equipment
There are a few dos which need to be considered in order to properly maintain IT equipment:
· Clean the computer, a ached cabling and peripherals (keyboard, mouse, printer or
webcam) of all dust and dirt on frequent basis.
· Use An virus and An spyware programs to detect any infected ﬁles .
· Defragment disk drives regularly (on monthly basis) to eliminate any hard drive problems .
· Backup all the data ﬁles periodically and delete any unnecessary ﬁles residing in the local
disks.
· Shut down the computer properly to avoid any so ware related issues .
· Update the computer hardware and peripheral drivers regularly .
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·
·
·
·

Remove computer and peripherals from electric sockets before performing physical
cleaning tasks.
Use so fabric cloth to clean externa hardware surface and a so brush to clean internal
hardware components like RAM, hard disk, processor etc.
Strictly follow manufacturer instruc ons for performing cleaning tasks .
Update opera ng system and an virus programs regularly.

Don’ts of Maintaining Equipment
There are a few don’ts which need to be considered in order to properly maintain IT
equipment:
· Removing disks, RAM or other connected peripherals without properly shu ng down the
computer, as shown in the following image:

Fig 5.1.9: Never remove RAM or disks without properly shu ng down the computer

·
·

Storing the hardware equipment in extremely hot or cold temperatures
Ea ng or drinking near computer hardware, especially near disks as shown in the following
image:

Fig 5.1.10: Never eat or drink while working on computer
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Exercise
Look at the following images.
Put a ck mark for the image that shows the correct way for maintaining hardware in a school
and put a cross for the image which shows the incorrect way.
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UNIT 5.2: Maintaining E-learning So ware
Unit Objec ves
1.
2.
3.
4.

Discuss E-learning and so ware
Deﬁne an -virus, and explain its importance
Iden fy the so ware useful in E-learning and the ways to maintain them
Discuss the importance of licensed so ware and an -virus

5.2.1 E-learning
E-learning is to classroom learning what mobile phone is to landline phone. Just like a mobile
phone allows communica on any me, anywhere; E-learning allows learning any me,
anywhere.
Also known as Computer Based Learning, E-learning is a way to impart learning completely
over the Internet. This involves use of mul media including wri en material, video, audio,
website links and graphics.
E-learning is one of the fastest growing so ware industries in the last decade. It is believed
that a large number of schools and colleges will be E-learning based by 2020. As a result, Elearning so ware are high in demand. These so ware or Learning Management Systems are
useful in implementa on and management of E-learning.

Fig. 5.2.1: E-learning a ributes

Learning management systems are used in academic ins tu ons to track, manage and deliver
E-learning courses and trainings.
A wide range of tools and so ware are used to enhance learning and teaching. The tools make
learning interes ng, interac ve and more meaningful for young students. The learning
management system tools provide anyone the opportunity to build their own co urse content
online, which can be consumed by the end user through any connected device with web
browser. Since everything in E-learning happens in the connected world, safety and security
becomes paramount. This is where an -virus programmes play a vital role.
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5.2.2 Run An virus and Protec ve Applica ons
An virus so ware, also referred to as an -malware so ware, is a so ware that helps to
prevent, detect and remove unwanted, malicious so ware from a computer. Malicious
so ware or malware is a so ware used to harm the computer and disrupt its func oning with
the inten on of gathering personal informa on from the computer.
Computers are a huge investment, and in schools they can hold school work, photos and even
student report cards. In absence of a good an virus so ware, hackers can infect the school
computers with malware and steal sensi ve data such as passwords, personal data, and
iden ty.
An virus so ware were ini ally developed to detect and remove virus from computers. Over
the years, with technological improvements, an virus so ware can now protect browsing as
well. The so ware can protect a computer against browser hijackers, ransomware, adware,
spyware, phishing and browser helper objects.
Hackers use malicious so ware or virus to gain unauthorized access to a computer to a ain
sensi ve informa on such as credit card informa on or personal data, either for proﬁt, fun or
just to cause harm to a system. An IT coordinator should use high quality an -hacking so ware
(an virus) to remove hacks and avert any fraudulent user fro m accessing a school computer.
Addi onally, students can be educated about ways virus can enter a system. If students – don’t
open any unsecure a achments in the emails, never send conﬁden al in forma on via emails,
don’t download so ware from unknown sources – they can save the computers from acquiring
malware.
Install An virus
Before installing an an virus in a computer:
· Check if the computer meets the requirements of the an virus – this is in context to the
Microso Windows version and the system requirements, if any.
· Remove any other an virus that may be installed in the computer.
· Close all the running applica ons.
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The following ﬁgure shows steps to standard an virus installa on:

Download the an virus
from its parent website.
In case of a CD/DVD,
insert it into the
computer’s CD tray.

Click install.

Read the License
agreement, and accept
the terms and condi ons.

Wait un l install is
completed, and then click
Finish.

A er the an virus is
installed, ac vate it. The
computer may now
request a ‘restart.’

Restart the computer and
the an virus is ready to
clean the computer.

Fig. 5.2.2: Steps to standard an virus installa on

How to Run an An virus?
It is advisable to scan the computer regularly for malware. An an virus will detect infected
ﬁles, virus and Trojans and clean them accordingly.
Before Running An virus Scan:
· Update the an virus signature ﬁles
· Upgrade to the latest version of the so ware
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Run the An virus:
The typical steps to run an an virus are shown in the following ﬁgure:

Fig. 5.2.3: Steps to run an virus so ware

Open the an virus user interface by double-clicking the icon on the computer and select any
of the following op ons:
1. Quick scan - This will guide the an virus to perform a scan on the area’s most suscep ble
to malware infec on on the computer.
2. Full scan – This performs an in-depth scan of the computer. All the ﬁles are scanned. This
is a detailed scan, so it can take me to complete.
3. Select folder scan – If malicious ﬁles are only in a par cular folder, select the folder(s) and
perform scan on the speciﬁc or mul ple folders.
4. Boot- me scan – Some viruses are in the system, but they do not show up a er the
computer is started. Perform a boot- me scan to detect and remove such viruses while
boo ng.
A er the scanning is complete, a no ﬁca on will appear with scan result. If threat(s) is
detected, click ‘show result’ to view the ac on taken by the so ware automa cally. Ac on can
also be taken manually on a threat(s).

5.2.3 Check for any Malfunc on of So ware/Hardware
The ﬁrst step to check for any malfunc on of so ware or hardware is to learn what hardware
and so ware is deployed in the computer. Over a period of me, when a number of so ware
are deployed into the system, the hardware starts malfunc oning due to wear and tear.
Generally, hardware malfunc oning can be iden ﬁed with a prolonged error sound from the
computer while boo ng. The computer may otherwise simply refuse to start up.
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If the computer stops responding to commands (it hangs) or it is unable to launch a
so ware/program or the program crashes, this may indicate so ware malfunc on. Problems
in the computer’s opera ng system can be easily determined with error messages being
displayed automa cally on the system.
If the computer is performing slower than usual, then
there is some hardware or so ware problem.
Generally, the problem of a slow computer is nothing
more than a so ware issue. Hardware issues
shouldn't cause a computer to slow down. The
problem can be because of opening heavy ﬁles
(videos, photo edi ng so ware), or unnecessary
programs running in the start-up. A proper
Fig. 5.2.4: Checking for any Malfunc on of
diagnosis into the program setup can
So ware/Hardware
reveal the problem. An issue of a computer
behaving indiﬀerently (slower than usual, or making u nnecessary noise) could be a hardware
failure. Since hardware issue will most certainly occur within the computer (highly unlikely
unless the computer is old or it was knocked down accidently), it is advised to check the
computer for so ware issues. Generally, such errors will be caused by drivers installed in the
system.

5.2.4 Update Latest Versions of Important So ware
Upda ng an an virus does not take much me. It’s a simple step -by-step process, as detailed
below:
· Start by opening the an virus menu. Double click on the an virus icon.
· Go to se ngs.
· Select and click update.
To avoid having to update the an virus manually every me – set automa c updates:
Set Automa c
Updates

Open the an virus menu
Go to se ngs
Click on Automa c update in ‘how to update’ – choices in dropdown:
Automa c update
Ask when an update is available
Manual update

Fig. 5.2.5: Set Automa c Updates
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How to Update Computer’s Opera ng So ware?
The steps to Update Windows opera ng system:
·
·
·
·

Click on Windows icon (it will pop up Start Menu)
Select All Programs in the Start Menu
Click on Windows Update and ‘check for updates’
If update is available, click Install

5.2.5 Avoid Piracy
As so ware prices are rising, there is a large demand for pirated so ware copies. While pirated
ones may be free, they come with associated dangers. So ware are protected by copyright
law and using them without a license in schools is unlawful. Generally, schools purchase one
license for a so ware (Adobe Photoshop for example) and then upload it onto mul ple
computers. It is like purchasing one textbook and photocopying it into mul ple books. The law
prohibits such use of so ware, and a school can be held liable for chea ng under copyright
act. Pirated so ware is a the and therefore illegal. While it is well known that using pirated
so ware is illegal, most of us use them and feel conﬁdent of never landing into trouble. This
may not be the case always. Everything that is downloaded from the internet can be tracked.
Companies are spending heavily on put ng ﬂags into the legitimate so ware, so they know if
an applica on or so ware being used is licensed or not.
Pirated so ware/applica on are generally malware and can poten ally damage the computer.
A malware can cause damage to the computer; therefore, it’s the last thing required on the
system. Malware can slow down the computer, or even send out your personal informa on –
bank details, passwords and so on, all of which can be exploited by iden ty thieves.
Pirated so ware can stop working at any me, without no ce, as they do not support updates.
Since companies can check a so ware registra on license on any computer, pirate d so ware
do not receive updates unless they are purchased and licensed. If pirated copy is updated, it
can cause the system to behave indiﬀerently.
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Exercise
Match the following IT ac vi es given in Column A with their func on given in Column B.
Column A

Column B

1.

E-waste Management

a.

2.

Resource Monitor

b. Surge Control

3.

Hardware Maintenance

c.

4.

Task Scheduler

d. System Scan

5.

An virus

e.
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Corporate Recycling

Administra ve Tool
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Prac cal
Perform the steps to set automa c updates for an an virus.
Requirements:
·
·

Desktop/laptop
An older version of an virus so ware installed
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Prac cal
Perform steps to update a laptop’s Windows 8 opera ng so ware.
Requirements:
·
·
·

Laptop
Windows 8
Internet connec on

Hint:
Check the System and Security op on
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Unit 5.3: Coordinate with Customer Care/
Repair Centre
Unit Objec ves
1.
2.
3.
4.
5.
6.

Iden fy hardware issues that can occur
Troubleshoot problems and take decisions
Coordinate with customer support for solving hardware problems
Contact customer support centre
Communicate with technical experts and convey the issue
Enable live assistance from hardware technician and solve issues

5.3.1 Understand Hardware Related Concerns
When there is procurement of computer systems and peripherals in schools, a er sales
ac vi es determine the quality of a er sales support and warranty. It is the primary
responsibility of IT coordinators to understand the computer hardware issues raised by the
concerned department in the learning ins tu on and address them at the earliest.
The issues can range from faulty hard drives, non-func oning printers or false keystroke
registering keyboards. Whenever such issues arise, understand the problem and address it
sequen ally.
Use relevant reference sheets, manuals and documents at work. The ﬁrst thing that an IT
coordinator should refer to in case of hardware malfunc on is the reference sheet, and then
the hardware manual and other suppor ng documents. Most of the mes, referring to the
manual solves the issue, unless it is a serious one.
Moderate level issues include non-func oning of USB ports, printers, mouse or monitors due
to faulty driver installa on. Serious issues range from corrupt BIOS of the computer or
motherboard issues resul ng from surge of power.
The reference sheet also helps iden fy the root cause of any hardware glitch, so that
communica on with customer care centre is smooth. Following the protocol to test the faulty
hardware equipment is important.
Making recommenda ons based on the complete analysis of the problem and the consequent
solu ons is an integral part of maintaining hardware systems in school.
As a protocol, for any issues related to school’s IT equipment , use internal process so ware
such as ERP for recording calls for technical support from a remote technician.
This document records the customer call for any future references and assistance in case of
non-compliance by the repair centre and in case of replacements under warranty or repairs.
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The requirement for any hardware troubleshoo ng needs to be addressed with complete
transparency and understanding. Clearly understanding the requirement of teachers,
assistants or other staﬀ members solves half the problem and helps in coordina ng with the
hardware vendor/repair centre for customer support. By analysing the requirement put down
by the school authori es, an IT coordinator makes the most economic and relevant
recommenda ons. These sugges ons should always be done keeping in mind the future
upgrades and technological changes. Communica ng with the customer care team requires
good verbal English and knowledge about the local dialects. This ability puts across the
requirements to the suppor ng team in a clear and mely way.

5.3.2 Analyse the Concerns and Perform Troubleshoot
Ge ng to the root of the problem solves half the ba le and leads way for troubleshoo ng.
Timely troubleshoo ng the hardware/so ware issue is important as it ensures smooth
func oning of the IT department in schools. A typical hardware troubleshoo ng and ﬁxing is
shown in the following ﬁgure:

Fig 5.3.1 Troubleshoot root cause of the issue

Diagnosing basic problems in hardware involves performing all the tests and troubleshoots to
iden fy the problem. For this step, run diagnos c tests in the opera ng system or indivi dually
test the computer systems and peripherals f or any hardware issues/changes. Physical tools for
hardware troubleshoo ng should also be used to determine any underlying issues that cannot
be solved with so ware applica ons. Based on the detailed analysis of troubleshoot, an IT
coordinator should suggest the best way to solve the issue. A par cular issue can be solved in
many ways, but choose the one which is economical, less me consuming and feasible.
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5.3.3 Perform Steps to Inform Customer Care Centre
In most cases, the hardware issue is resolved by troubleshoo ng, but if the problem s ll
persists, then it is me to contact customer care centre, as shown in the following ﬁgure:

Fig. 5.3.2: Get in contact with customer support

Ge ng in contact with the IT technician in customer care is important. Ge ng through the
right channel in customer care service is vital as it saves a lot of me and eﬀort. Moreover, it
also makes sure the query is a ended by the right technician. Once the right person is
contacted, ask relevant ques ons pertaining to the hardware issue, so that he/she can grasp
the exact problem. This helps in troubleshoo ng the problem in the best possible manner.
Have a set of precise ques ons that will address the problem in the easiest way.

5.3.4 Inform Spares Centre for Replacements
In most cases for serious hardware issues, hardware replacements are required. Inform the
spares centre for the same, so that they can arrange for replacements within the s pulated
me frame.
Address any customer concerns regarding the hardware issue , which aﬀects the E-learning
procedure in the school, to the supervisor without delay. This is important since me delay can
lead to other serious issues in connected hardware equipment and peripherals.

5.3.5 Arrange Alterna ve Systems to Avoid Disrup ons
In a case of serious hardware issue which disrupts the func oning of computer systems,
arrange for backup systems, so that the E-learning is not disrupted in the classes. Having
alterna ve computer systems, peripherals and hardware components as backup ensures
smooth proceeding of E-learning training programs in schools.
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5.3.6 Coordinate with Remote Technical Helpdesk
Contac ng the remote technical helpdesk team can solve any major hardware issue without
disrup on. Make it a point to contact the technical team and seek technical assistance on any
kind of hardware malfunc on.
Solving the problem is only possible if the point is communicated across to the technical team.
Ask relevant ques ons and look for feedback from the experts. For example, any issue in the
printer can be resolved by asking the ques ons pertaining to the solu on and listening
carefully to the input provided by the technician.
Another good example of a hardware issue is a loose hard disk cable which results in disk failure
error on boot screen, or the system fan is working and this results in automa c shutdown of
the computer. Both these problems can be easily solved with assistance from the technician.

5.3.7 Explain the Symptoms and Answer Queries
Explaining the probable symptoms of hardware malfunc on wins half the ba le as the
technical expert at the other end gets a fair idea of the problem. This helps in solving the
hardware glitch without was ng too much me.
The root cause of the problem needs to be iden ﬁed as wrong diagnosis can complicate the
task and lead to anomalies.

5.3.8 Take Necessary Ac on to Resolve Problems
Once the hardware problem is iden ﬁed, the next step is to follow the instruc ons carefully.
If the issue can be ﬁxed by hardware troubleshoot using tools, then go ahead and perform the
task under careful guidance by the technician.
In case the issue is beyond repair at IT coordinator’s end, the consequent step, as shown in the
following ﬁgure, is to send the hardware for replacement or repair at OEM’s cer ﬁed repair
centre.
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Fig 5.3.3: Coordinate with remote technician to troubleshoot hardware issue

Role Play
You just started one of the desktop computers’ in the lab. The system beeps and then doesn’t
start. There is a blue screen displayed on the monitor.
You re started the system and again the same thing happens. You need to call the customer
care and get help before the students arrive for their class.
One of the par cipant is the IT coordinator and another par cipant is the customer care
technician.
Perform the role play for the preceding scenario.
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Unit 5.4: Achieving Produc vity and Quality
Unit Objec ves
1.
2.
3.
4.
5.

Improve produc vity and quality
Diagnose problem in systems
Provide accurate solu ons
Provide disrup on-free teaching without hardware failures
Achieve 100% customer sa sfac on

5.4.1 Improve produc vity and quality
Given the pace with which educa on and methods to impart educa on are changing, teachers
today feel they do not have enough me in the day to get everything done. In a tradi onal
classroom se ng, by the me, students have se led in and the agenda f or the day is kicked
oﬀ almost 10 minutes have passed. O en, discussions in class are interrupted by me
constraints, and then con nuing the discussion with the same enthusiasm on the succeeding
day is impossible.
This is just one reason why most teachers complain about having to cut down some important
lessons from the course, just to ﬁt the syllabus into the year’s curriculum.
Addi onally, educators, these days, are submerged head down in work that must be
completed each day. Besides the me in t he classroom, teachers spend endless hours
designing lesson plans, crea on tests and assignments, a ending mee ng s, seminars, and
keeping up with grading and scoring of all students. This burdensome rou ne is diminishing
teacher quality and produc vity.
Therefore, using technology in teaching methodology to improve produc vity and quality has
become eminent. Improvement in learning facili es plays an important role in developing
competence in teachers. It also makes learning fun for students. Studen ts nowadays prefer to
learn with a more ac ve approach – a learning, which is not limited to the classroom only. This
gives teachers slightly more me to create lessons and assignments that students can access
over their compu ng devices.
It has become common for teachers to use mul media tools to conduct learning sessions in
the classroom and take them outside the class on diﬀerent available pla orms.
The teacher produc vity and quality is enhanced with the availability of digital classroom and
using so ware applica ons such as Oﬃce 365 and cloud -based services Using Oﬃce 365 on
the computer, teachers can carry the class outside of the classroom. They can post important
announcements about upcoming tests, important dates and assignment deadlines on the
applica on, which all connected students can access anywhere.
Digital classroom are employed with modern technology and communica on tools to impart
informa on to students.
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5.4.2 Diagnose the Problem in System Accurately
Diagnosing computer problems is not just about technical knowledge. It requires a lot of
pa ence and a great eye for detail.
While technical knowledge grows with experience and extensive prac ce, an IT coordinator
should possess eﬀec ve troubleshoo ng skills and in-depth understanding of equipment to be
used for ﬁxing the iden ﬁed problem.

Fig. 5.4.1: Fixing a computer

Numerous devices can be used to test problems and spot reasons for disrup on and delay in
computer performance. These devices include mul meters, oscilloscopes and other speciﬁc
tools such as Network Protocol Analysers. An IT coordinator can solve most system problems
with the help of these devices.

5.4.3 Provide an Accurate Solu on
Troubleshooting a computer problem should be an IT coordinator’s ﬁrst step when faced with
a so ware or hardware issue. Troubleshoo ng is a quick and easy way to pinpoint and
understand where the fault lies. Once the fault is iden ﬁed, a procedure can be carried out to
test and accurately rec fy the poten al fault. Finding the correct problem can help provide
accurate solu on for a problem, which saves me and hassle, and allows a computer to be
back in use at the earliest possible.

5.4.4 Ensure No Disrup ons Due to Hardware Failure
A computer should at all mes have an updated an virus installed. The system should feature
original hardware and licensed so ware to ensure malicious ﬁles cannot make way into the
computer.
Scan the computer for malware once every week, if doing it m anually. The an virus can also
be set on an automa c update to avoid the hassle of upda ng it manually.
Frequent cleaning of the computer fan and RAM is also advisable. This can be done once in
every three months. Clean computer ensures be er performan ce and noiseless func oning.
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Regular care can increase a computer’s func onal life span. It also ensures the system does
not end up shu ng down or behave unwantedly during a lesson or training program. This
translates in con nuous, uninterrupted classes and learning session, which allows both
students and teachers enhance their produc vity and quality of informa on exchange.

5.4.5 Achieve 100% Customer Sa sfac on
Customers are the most important aspect of any business policy. Achieving 100 perc ent
customer sa sfac on is, therefore, the goal of every business. But is it possible for an
organiza on to achieve 100 percent customer sa sfac on?

Fig. 5.4.2: Enhancing produc vity and quality

Yes, there is a real possibility for organiza ons to achieve the magical number in customer
sa sfac on in schools. Many leading companies are achieving the number and they are doing so
by following four key principles, as shown in the following ﬁgure:
Ge ng it right
with customers

Simple products
for great
experience

Value for
customers

Valuing
customer’s me

Fig. 5.4.3: Four key principles

Ge ng it Right with Customers
It is not possible for any organiza on to please all its customers. Over the years, though,
entrepreneurs have started interac ng with customers to get their input and solve problems.
This interac on between customers and business heads leads to the direct understanding of
problems. The feedback also helps in developing be er products.
Simple Products for Great Experience
It’s not easy to design a simple product. But to achieve this, organiza ons are now adap ng
processes to speed up the product development cycle. Speeding the itera on cycle does not
necessarily translate into a simple product for great experience. It takes a lot of talent to get
the equa on right.
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Value for Customers
Many organiza ons have memorable philosophies and values that customers tend to relate
with. The trust in the philosophies is built in such a manner that without actually seeing the
values, customers can imagine what they mean to the company. A good example is Apple –
think diﬀerently – a philosophy that the company translates into its products and hence the
customers are loyal to the value.
Valuing Customer’s Time
When a customer feels valued, a bias is developed for the par cular organiza on. Most
companies are trying to tap on this consumer mind-set. Companies are making purchase of
products easier and providing be er and swi customer support that in most cases run s round
the clock.
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Exercise
Look at the following ﬁgure.
Fill in the missing principles for ensuring customer sa sfac on.

Get it right with _____________

________ products for _______ experience

Provide valuable services

Value customer’s __________
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6. Coordinate with the
Learning Centre

Unit 6.1 – Role of Learning Centre
Unit 6.2 – Interac ng with Learning Centre
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Key Learning Outcomes
At the end of this module, you will be able to:
1.
2.
3.
4.

Understand about learning centres in detail
Iden fy advantages and disadvantages of learning centres
Iden fy common issues faced by an IT coordinator and teachers/assistants
Understand issues related content devel opment
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UNIT 6.1: Role of Learning Centre
Unit Objec ves
At the end of this unit, you will be able to:
1.
2.
3.
4.
5.

Iden fy the role of learning centre
Understand the Learning Management System (LMS)
Iden fy how an LMS helps an IT coordinator
Recognize the advantages of learning centres
Understand the limita ons of learning centres

6.1.1 Role of Learning Centres in E-learning
A Learning Management System (LMS) is the so ware which has an automated administra on
for training. The learning centre, which supports the LMS, also performs the following func ons:
1. Tracks courses
2. Registers new users – parents, teachers, IT coordinators, and students
3. Records students’ data
4. Reports to the management
Training is oﬀered in various ways including online training as well as classroom/instructor lead
training. LMS helps in:
·
·

Crea on, administra on, adop on and management of al l ac vi es that are Elearning/training related
Ac ng as a supplement to classroom training techniques

Thus, the classroom experience goes a few notches higher, making the students’ learning more
powerful. This changed methodology has made learning more interac ve, personal and above
all, simpler.
Teachers always look for ways to help the students understand the learning content be er.
They also seek various channels to maximize their own understanding. The
teachers/instructors may suggest a few improv ements to the IT coordinator, who in turn
escalates the sugges ons to the learning resource centres.
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The following image is an example of an LMS interface:

Fig. 6.1.1: An LMS interface

A learning management system interface primarily includes so ware that consists of courses
and documents. The following ﬁgure represents the common components of an LMS:

Fig. 6.1.2: Common components of an LMS

The components help in making naviga on easy for the user. But what are their common
components? The common components are:
· Announcements – Lists the latest informa on on the available courses or any addi on of
a new course/subject.
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·
·
·
·
·
·

Discussion Forums – Enable a user to interact with other users. The discussions are usually
in the form of chat groups.
Blogs and Journal – Provides the latest news about E-learning world/ product
review/discussion topic posted by a user in the form of ar cles.
Grade Book – Has E-learning courses segregated under diﬀerent grade categories as per
the subjects.
Quizzes/Tests – Enables the users to check their understanding/learning of a par cular
topic they have completed and get an evalua on done for the same.
Assignment Tool – Enables the users to complete their home-work assignment online and
submit it on the portal itself.
Calendar – Enables the users to mark important dates so that they can get no ﬁca ons.
This will help them in not missing out on important dates.

·

Internal e-mails – Enables students to have their own id on the LMS portal which they can
check on a daily basis. The teachers/instructors mail the assignments and extra study
material on this id. Similarly, once the assignments are complete and checked, the
teachers/instructors can no fy the students of their grades as well.

·

Frequently Asked Ques ons (FAQ) – Enables the IT coordinator and all the users of the
portal to get solu ons to problems faced by them.

The advantage of an E-learning course is that it can be tailored as per a student’s calibre. A
review cycle is carried out for the students with their teacher. The teacher performs an
individual student review to understand the student’s poten al a er which, groups are made.
For example; in a class of twenty students, 10 students fall under the ‘excellent’ category, 6
students fall under ‘average’ category and the remaining 4 students fall under the ‘need
improvement’ category. A new course plan is ini ated which would be tailored as per the
poten al of each group. Finally, the students’ progress is monitored and a feedback is given.
The following image shows an E-learning cycle:

Fig. 6.1.3: E-learning cycle

131

Par cipant Handbook

As an IT coordinator, using an LMS can help in:
·
·
·
·

Co-planning, co-assessment and co-teaching
Sugges ng improvises to the learning centre
Calling the learning centre 24x7 for assistance
Communica ng with staﬀ about various available learning techniques

In the following ﬁgure, with the learning centre’s assistance, an IT coordinator can perform the
listed steps:
Browse or search
the training
catalog

Keep track of email
no ﬁca ons about
courses

Enroll in or cancel
courses

Browse and
search the books
catalog 24x7

View and print
training records

Fig. 6.1.4: Assistance provided by a learning centre

There are extensive beneﬁts of having an LMS in a school. As an IT coordinator, a person can
keep the necessary items in the LMS and put the other system requirements separate. Learning
centres assist an IT coordinator to:
Perform learner communica on within the system. This can be customized as well as
automated.
· Find out the dura on of a course and its comple on me and rate of students op ng out.
There are various advantages of having the learning centre to assist a user. The following ﬁgure
lists a few beneﬁts:
·

Easier
access to
assignments
for students

Organized
courses for
teachers
with related
content

Pairing tools
like chats
and
discussions
with LMS

Uniform
experience
for all users

Fig. 6.1.5: Advantages of having learning centres

However, there are a few barriers that have been iden ﬁed; the major barrier being a tudes
of facilitators and teaching styles. Besides, there are a few more reasons which must be looked
into by the IT coordinator, as listed in the following ﬁgure:
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Students'
technical
competency
Lack of
knowledge
among
teachers

Infrastructure
reliability
Limita ons of
LMS
Lack of
technical
support

Lack of
professional
development
Older teachers
using
tradi onal
techniques to
teach
Fig. 6.1.6: Limita ons of LMS

The Learning Centres help schools in various aspects, as shown in the following ﬁgure:

Role of learning centres

One stop for all training
resources

Facilitates communica on

Collects sta s cs and helpful
data
Helps in crea on of a virtual
campus

Fig. 6.1.7: Role of learning centres

One Stop for all Training Resources
The learning content management system is responsible for all the training material content
uploaded on the LMS. It is learning content management system’s liability to make sure that
all the content to be uploaded is well organized, accessible to all and stored easily.

Facilitates Communica on
The administrators are the people who can control the LMS from a centralized place and assist
the users remotely. As an IT coordinator, a person must seek the administrator’s assistance to
take care of communica on within the LMS. They also tell diﬀerent ways of customizin g the
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LMS as per the requirements. The administrator helps the IT coordinator navigate through the
course content so that the learners can seek answers to their ques ons. In this way, an IT
coordinator is able to answer basic ques ons that may be put across as he/she trains the
teachers and students.
Collects Helpful Sta s cs and Data
The administrators at the learning centre also help an IT coordinator to understand how to
track the usage of courses on the LMS. Several features are available on the LMS which an IT
coordinator is introduced to, a few of them being:
· To ﬁnd out, how quickly a course/module has been completed by the user
· To keep a track of dropout rates of users
· To record the grades of users
Helps in Crea on of a Virtual Campus
The courses/modules uploaded on an LMS provides consistency and works in a similar way.
This helps the IT coordinator to understand the overall format of the courses because all the
courses/modules work on a similar format. Thus, there is usually no confusion and users do
not waste me in adjus ng themselves to a new format with every module. Besides, the 24x7
support does not bound a learner on the basis of me, ul mately making the learning
experience more frui ul and interes ng.

134
134

IT Coordinator in School

Exercise
Fill in the blanks with common components that can be seen in an LMS.
One has been done for you.

Components of LMS

Video chat
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UNIT 6.2: Interac ng with the Learning Centre
Unit Objec ves
At the end of this unit, you will be able to:
1.
2.
3.
4.
5.

Iden fy common issues faced by an IT coordinator
Describe issues faced by teachers/assistants
Understand issues related to content development
Iden fy a feedback form
State the role of IT Coordinator while interac on with learning centre

6.2.1 Common Issues in Learning Centre
Assistance and advice from the learning centre can be sought at any stage. There are formal
and informal issues that may be raised in some circumstances. Some issues can be resolved at
a lower management level, whereas others may require interven on of the
Principal/Chairman/Board of Directors. The following ﬁgure lists the common issues that may
require intervention of top management for the purpose of decision making:
LMS does not ﬁt into the exis ng administra on
workﬂow

Common Issues

Certain applica ons cannot be accessed with Mac
computer
LMS does not support non Microso applica ons

LMS looks sta c and una rac ve
Certain applica ons are confusing for new users to
navigate
LMS does not meet the IT security requirements

Fig. 6.2.1: Common issues that may require interven on of top management

At the teachers’/assistants’ and students’ level, there is a common set of problems that is
faced. An IT coordinator is required to cater to such issues along with the learning centre’s
assistance.
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The following ﬁgure lists the ﬁve main issues:
Computer
Literacy

Technical
Issues

Adaptability
Struggle

Time
Management

SelfMo va on

Fig. 6.2.2: Common issues faced by teachers/assistants

Computer Literacy
Usually the students are tech savvy, which enables them to manage the computers well. But,
there might be students who may not know the basic applica ons like MS Word or MS
PowerPoint. It is essen al for students to have a basic knowledge of computers so that they
can handle their assignments and navigate through their courses.
Adaptability Struggle
Most students ﬁnd it diﬃcult to switch from a tradi onal classroom approach to a
diﬀeren ated classroom approach. It takes a good amount of me for such students to adapt
to a new style of learning.
Self-Mo va on
There might be a sec on of students who lack self-mo va on. They may register for the online
courses but they do not take the lessons online. It is the instructor’s and facilitator’s
responsibility to keep such students engaged.
Time Management
Managing their me is a cumbersome task for students. Typically, E-learning modules consume
a lot of me and require intensive work. Scheduled planner can help the students schedule
me for their courses.
Technical Issues
The learning experience can become a problem due to low internet connec on. Some students
who do not have computers of their own seek Learning Resource Centre’s help. The solu on
is to understand what exactly is the problem faced by the learner. There may be various other
issues that would arise. The ques on arises, who should the queries be raised to?
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The following table lists some basic issues related to content development which can arise,
who it must be raised to and a relevant policy/procedure:
Type of Issue

Raise Issue With

Relevant
Policy/Procedure

Issue with a teacher

Principal

Policy on Staﬀ
Conduct, Harassment
and Discrimina on at
Work Policy and
Procedures

Issue with taking
sugges ons or giving
feedback

Principal

Policy on Staﬀ
Conduct, Harassment
and Discrimina on at
Work Policy and
Procedures

Workload

HR Advisor

Workload Policy and
Procedures

Academic Issues

Academic In Charge,
Principal

There are a range of
policies impac ng
academics,
for example, add on
class policy

Protected Disclosures
–Whistle blowing

Risk Manager,
Principal

Privacy Policy, Oﬃcial
Informa on Policy
and Protected
Disclosures Policy

Fig. 6.2.3: Basic issues related to content development

As an IT coordinator, a person is bound to have a list of queries when it comes to raising issues.
The following ﬁgure explains answers to such ques ons:
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How to raise a ma er?
•Usually a formal email is sent to the team leader/coordinator raising the concern to escalate
the issue and get it resolved.
In what cases to raise a concern or issue?
•In case of lodging a complaint or personal grievance or employment rela onship problem.

What is the process if a ma er needs to be conﬁden al?
•Formal inves ga ons are conﬁden al processes in which only those involved have access to
informa on and the privacy of those involved is maintained.
What if no agreement on resolu on is reached or a person is not sa sﬁed with the outcome?
•If the staﬀ is not happy with the outcome, considera on may need to be given to escala ng
the process to the Principal/Board of Directors.
Fig. 6.2.4: List of queries with answers

As an IT coordinator, a person needs to suggest modiﬁca ons to the learning centre so that
necessary amendments can be done in the LMS. Authoring tools can be accessed for crea on
of ques ons, tests and surveys enabling the users (instructors, teachers, and students, parents)
to evaluate the LMS. The following table is an example of a feedback form:
Ques on

Agree

Strongly
Agree

I cannot understand
how to use the
system
LMS is confusing. I
cannot navigate
through it
My parents do not
want me to use this
LMS
I cannot seek
assistance if I get
stuck
I cannot receive
informa on about
my grades
The lessons are
missing/incomplete
I feel bored when I
use the LMS
Fig. 6.2.5: An example of a feedback form
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Role of IT coordinator While Interac ng with the Learning Centre
The idea of having IT resources is to undertake the responsibili es men oned earlier in this
unit, and to provide a course/module with an ad hoc to which a user can relate to easily.
The following image shows the role of an IT coordinator:

Fig. 6.2.6: Role of an IT coordinator

An IT coordinator is assigned to a school by an agency. The role of an IT coordinator is to
coordinate with teachers and mentors as well as the learning centre of LMS to achieve the
goals; according to which they plan a course of ac on. It is the responsibility of an IT
coordinator to give a demo session to the teachers who will eventually help in spreading
knowledge to students about the new courses. At the same me, the IT coordinator
coordinates with the learning centre for assistance. Once, the IT coordinator is thorough with
the technical know-how of LMS, they impart their knowledge to students and teachers.
The following ﬁgure represents a diagram about how an IT coordinator coordinates with
teachers to achieve results:
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Fig. 6.2.7: How an IT coordinator coordinates to achieve results

As an IT coordinator, a person understands the technical knowhow of the LMS. It enables him
to manage and access E-learning content and further assess and measure the results.

141

Par cipant Handbook

The following ﬁgure represents how an IT coordinator is connected to various people in a
school:

Fig. 6.2.8: Connec on of an IT coordinator with various people in a school

As an IT coordinator, to provide a course/module with an ad hoc to which a user can relate to
easily, a person must:
·
·
·
·
·
·

Be thorough with the FAQ’s, also known as Frequently Asked Ques ons, to answer
administra ve queries
Consult an administrator at the learning centre to resolve unanswered ques ons
Manage the resources adequately without compromising on the quality of the learner’s
experience
Exchange opinions on the LMS and share feedback received from the users to the learning
centre
Understand new applica on updates and add them
Suggest modiﬁca ons or addi on of new content to the content development team

Instructors/teachers play a pivotal role in inﬂuencing the students . As an IT coordinator, it is
necessary for the instructors/teachers to be sa sﬁed with the demo sessions presented for the
courses/modules. It is only when the instructors/teachers themselves are sa sﬁed that they
will be able to help in genera ng the students’ interest in the learning modules.
However, there are limita ons that bound students from ge ng a direct access to technology.
Some of these limita ons may include:
· Drop rates in a endance
· Lack of mo va on
· Technological backwardness
· Lack of/low internet connec vity
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Exercise
Look at the following ﬁgure and describe the role of an IT coordinator while interac ng with
the following people.

1. _________________________________________________________________________
_________________________________________________________________________
2. _________________________________________________________________________
_________________________________________________________________________
3. _________________________________________________________________________
_________________________________________________________________________
4. _________________________________________________________________________
_________________________________________________________________________
5. _________________________________________________________________________
_________________________________________________________________________
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[[

Prac cal
Perform the task of restoring a Windows 8 system using a recovery disk provided by the IT
Support centre.

Requirements:
[

1. A desktop with windows opera ng system
2. Recovery disk

Hint:
Use the:
1. System File Checker
2. Boot menu
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Prac cal
Dra mails for the following issues that need to be escalated to the Principal of the school:
[

1. Replacement of a monitor with a new one for one system in the classroom.
2. A teacher mishandling a projector in the classroom, in spite of you reputedly reminding
her about the dos and don’ts for handling projectors.
3. Too much workload on you and reques ng for a colleague to help in school or a teacher’s
assistant whom you can train to help you.
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7. Coordinate With
Others to Perform Work
Unit 7.1 – Interac ng with Superiors
Unit 7.2 – Coordina ng with Teachers and Students
Unit 7.3 – Coordina ng with Customer Care Centre and
Technical Helpdesk
Unit 7.4 – Coordina ng with Repair and Spare Parts Centres
Unit 7.5 – Achieving Targets
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Key Learning Outcomes
At the end of this module, you will be able to:
1.
2.
3.
4.
5.
6.

Iden fy work requirements
Manage work as per given responsibility
Handle materials correctly
Report as per schedule and maintain proper documenta ons
Follow the health and safety norms
Iden fy ways to improve the work process
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UNIT 7.1: Interac ng with Superiors
Unit Objec ves
At the end of this unit, you will be able to:
1. Deﬁne work requirements
2. Iden fy the right work ethics
3. Iden fy what customer feedback is

7.1.1 Understanding Work Requirements
An IT coordinator needs to be well aware of the work requirements to be able to interact with
colleagues and superiors at schools. To be able to clearly understand the requirements at work,
there is a need to be well versed with several record keeping and maintenance docum ents.
One such document is the enlisted norms and responsibili es in the work requirement.
Work requirement is a document which has the date, loca on and t he details of a par cular
task which has to be done. It is the record of the task which has to be performed. A coordinator
should be able to understand the assigned task and its requirements.
The following ﬁgure explains what understanding work requirement means:
Understand the task requirements

Follow the line of authority

Understand the school's repor ng structure

Follow the ins tu on's code of conduct

Be a part of organiza onal culture

Keep upto date with new developments

Plan, organize and control work for eﬃciency

Fig. 7.1.1: Understanding work requirements
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An IT coordinator has a few obliga ons towards the profession. The following f igure lists the
points to be kept in mind:

Respects the
professional
standing and
opinions of higher
authori es

Takes pride in the
teaching profession
and treats other
members of the
profession with
respect and dignity

Strives for
con nuous
professional
development

Obliga ons
towards the
Profession

Maintains
conﬁden ality of
informa on

Refrains from
making
unsubstan ated
allega ons against
higher authori es

Fig. 7.1.2: Obliga ons towards the profession

An IT coordinator has a set of basic responsibili es to follow. The following ﬁgure highlights
the points which an IT coordinator must be responsible for:
Plan and organize work

Complete the task assigned

Work as per the guidelines and targets

Follow the chain of command

Report any threat or discrepancy
Fig. 7.1.3: Basic responsibili es of an IT coordinator
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7.1.2 Understand Targets and Performance Evalua on
Performance standards help in mo va ng employees to use their me eﬀec vely and
eﬃciently by se ng a ainable objec ves/targets. The eﬀec veness of a person is calculated
on the basis of targets achieved eﬀec vely and eﬃciently.
The following ﬁgure represents the three core concepts which involves achieving targets:

Performance
Indicators

Se ng a Goal

Mo va on

Fig. 7.1.4: Core concepts which involve achieving targets

Performance Indicators
To measure performances of employees, an organiza on uses a tool known as key
performance indicator (KPI). It sets performance standards and assesses overall success of an
organiza on. What is success? Success is the progress a person makes towards opera onal
or strategic goals like proﬁt margins, customer sa sfac on level or zero defect. To succeed,
an employee needs to achieve set targets which must be simple and clear to u nderstand.
Goal Se ng
Goal se ng is the establishment of what an organiza on or an individual wants to achieve. It
is important that the goals set for people to achieve must be clear and concise to meet
performance standards.
Mo va on
Mo va on is crucial for employees. If there is no mo va on, the eﬃciency and produc vity
of an employee would never come out.
Discussing Performance
As an IT coordinator, a procedure where the manager discusses the review is known as
discussing performance. The manager hands over a copy of evalua on to the employee so that
he/she can read it as a preparedness for discussion.
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Exercise
Look at the following ﬁgures and iden fy the obliga ons towards the job role of an IT
coordinator.

________________________________

________________________________

________________________________

________________________________

152
152

IT Coordinator in School

UNIT 7.2: Coordina ng with Teachers and Students
Unit Objec ves
At the end of this unit, you will be able to:
1. Explain the need to follow e que es in school
2. Iden fy the services provided by the IT coordinator to school
3. Iden fy the reasons of spot disrup ons and delays

7.2.1 Behavioural Skills
Behavioural skills are skills for interac on with people at the workplace. An IT coordinator has
certain responsibili es towards the students and teachers which must be adhered to.
The following ﬁgure lists responsibili es towards students:
Treat all students with love and aﬀec on

Facilitate students’ intellectual, physical, emo onal, social, and moral development

Make planned and systema c eﬀorts to facilitate the students
Refrain from subjec ng any child to fear, trauma, anxiety, physical punishment, sexual
abuse, and mental and emo onal harassment
Respect the value of being just and impar al to all students

Respect basic human dignity of the child

Maintain the conﬁden ality of the informa on concerning students
Fig. 7.2.1: Responsibili es towards students
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The following ﬁgure lists responsibili es towards teachers:

Strive to develop respect for colleagues/teachers

Establish a rela onship of trust with teachers in the interest of all round development of
students

Create a culture that encourages purposeful collabora on

Take pride in the teaching profession and treat other members of the profession with
respect

Respect the professional standing and opinions of teachers

Refrain from accep ng any gi or favour that might impair or appear to inﬂuence
professional decisions or ac ons

Fig. 7.2.2: Obliga ons towards teachers

An IT coordinator provides IT support services to students. The services are listed as follows:
Network Administra on Support
o Provide automated tracking and so ware deployment
o Provide students with security support like an virus or ﬁrewalls
o Create access groups and maintain them
· Hardware Support
o Verify that all network connec ons are proper
o Manage ac va on of MS
· So ware Support
1. Install and update so ware applica ons
2. Troubleshoot applica ons
·
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7.2.2 Work Process Improvement
To ensure work process improvement, an IT coordinator must adhere to the prac ces as shown
in the following ﬁgure:

Achieve zero defect
in work

Ensure quality and
mely comple on
of work

Maintain clean and
clu er free work
area

Fig. 7.2.3: Process for improving work

Achieving Zero Defect

Zero defect in work can be achieved by the ways as shown in the following ﬁgure:
Do it right the ﬁrst me
Follow the process and guidelines
Monitor and evaluate progress
Adopt con nuous improvement

Fig. 7.2.4: Measures to achieve zero defect in work

An IT coordinator can maintain quality and mely comple on of work in the following ways:
·
·
·
·

Ensure whatever work is done is as per the guidelines and standard of the company
Plan and organize the work for the day
Follow the plan
Inform the principal in case of any devia on or emergency

The supervisor shares a plan of ac on with the IT coordinators to ensure adherence to
melines and quality for the work assigned.
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The following ﬁgures highlight (i) the points which help them in understanding the plan to
achieve 100% quality and mely comple on of work, and (ii) ﬂexible planning:

Create a
review plan
Develop an eﬀec ve
work schedule
Build a
communica on
strategy
Establish a
compliance
plan
Fig 7.2.5: (i) Achieving quality and mely comple on of work

Fig 7.2.5: (ii) Flexible planning
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7.2.3 Spot Process Disrup ons and Delays
Delays and disrup ons are common while working as an IT coordinator in schools. The
following ﬁgure lists a few reasons for delays and disrup ons:
Recorded lectures
taking longer than
usual to play

Assessment portal
showing errors on
submission

Some course
modules are not
running

Recorded videos
show me lag
between voice over
and display

Pending
maintenance of LMS

No connec vity to
live sessions

Fig. 7.2.6: Reasons of delays and disrup ons

Certain guidelines must be followed to resolve issues in case of disrup ons and delays.
The following ﬁgure lists the general guidelines to follow in such cases:
Ensure current, accurate and detailed records

General Guidelines

Prac ce diligence in maintaining/upda ng records of major ac vi es

Issue formal no ﬁca ons to the Principal in case the project is behind
schedule

Iden fy and quan fy the exact causes of delay at the me of occurrence

Beware of ﬁnancial consequences

Fig. 7.2.7: General guidelines to follow in case of disrup ons and delays
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Exercise
Read the following statements and state whether they are true or false.
Statement

True/False

1. Realis c deadlines are designed to fulﬁl speciﬁc
requirements.

________________

2. While working on a decided plan of ac on,
communica on is not needed.

________________

3. Communica on, nego a on and decision making
for future course of ac on is essen al in case of any
disrup on in LMS.

________________

4. Verifying that all network connec ons are proper
and fall under so ware support.

________________

5. Issue formal no ﬁca ons to the Principal in case the
project is behind schedule.

________________

6. Time lag between voice over and display cannot be
termed as a cause for disrup on in learning
experience.

________________
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UNIT 7.3: Coordina ng with Customer Care Centre and
Technical Helpdesk
Unit Objec ves
At the end of this unit, you will be able to:
1. Deﬁne complaints and why are they important
2. Understand the terminology Control, Acknowledge, Refocus and Problem Solved (CARP)
3. Iden fy the role of customer care centres/technical helpdesk

7.3.1 Complaints
O en, claims of disrup on and delays are related to LMS portal which result in delay and
destruc ve learning. There are instances where projects do not support the use of an approved
methodology for learning. The following ﬁgure lists some ps that an IT coordinator must
consider while addressing issues:

Listen
carefully

Register
complaint
with
customer
care

Teacher/
Student
Oriented
Tips

Ask
ques ons

Solve the
problem

Fig. 7.3.1: Teacher/Student oriented ps

Why do Complaints Ma er?
There are a few principles which jus fy the importance given to the received customer
complaints. They are:
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·

Look past the chaos to ﬁnd the problem
It’s a misconcep on to assume that if a user is behaving in a diﬃcult manner, the argument
would not have any worth. Complaints, even irate ones, can give an insight. As an IT
coordinator, ﬁnding the issue is a part of the job. A person may ﬁnd it convenient to dismiss
complainers, who may be very angry or over sensi ve, but they may lose out on important
feedback.

1. Scan, organize and record meaningful complaints
There shall be mul ple complaints from numerous customers sta ng recurring concerns. A red
ﬂag may be raised if the volume is high for a par cular complaint. The strategy is to sort the
complaints which can be resolved at the coordinator’s end and the ones which would need the
help of a technical helpdesk.
2. CARP Diem for resolu on
The CARP method is the most useful one. The following ﬁgure represents what CARP consists
of:
Control

Problem
solved

CARP

Acknowledge

Refocus

Fig. 7.3.2: CARP Diem

Customer Care Centre/Technical Helpdesk
The customer care centre is designed to meet the requirements, needs and expecta ons of
the users. It is done by providing mely resolu ons to queries and complaints . The goal is to
minimize down me and improve the learner’s overall experience. The team comprises of
experienced so ware personnel. They help a user by answering ques ons and guiding them
about using the tools. They are solely commi ed to collabora ng and communica ng with the
users.
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The following ﬁgure lists the role of a technical helpdesk:

Role of Technical Helpdesk

Easy access
Fast Response me
Quick resolu on
Timely follow-up
Communica on with user
Collabora on with users and
feedback
Fig. 7.3.3: Role of a technical helpdesk

Technical helpdesk/support is usually divided into four ers so that it can help a business to
serve its customer base more eﬀec vely and eﬃciently. The following ﬁgure shows the ers
of a technical helpdesk/support:

Tier 1

Tier 4

Technical
Helpdesk/
Support

Tier 2

Tier 3

Fig. 7.3.4: Tiers of a helpdesk support

.
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Ac vity
Discuss in pairs and write a brief explana on of the following ﬁgure ci ng examples .
Control

Problem
solved

CARP

Acknowledge

Refocus

__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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UNIT 7.4: Coordina ng with Repair/Spare Parts
Centres
Unit Objec ves
At the end of this unit, you will be able to:
1. Deﬁne hardware and so ware services
2. Understand the concept of SLA
3. Iden fy the role of It coordinator while seeking assistance from repair and spare parts
centres

7.4.1 Hardware and So ware Services
Behavioural skills are skills for interac on with people at the workplace. An IT coordinator has
certain responsibili es All electronic/SMART products have a warranty period men oned. A
person may purchase an extended warranty as well. Extended warranty increases the exis ng
warranty period by some me. There may be complaints related to the delivered product . The
following ﬁgure lists the aspects which help a person decide about the department where the
query must be transferred to:

Repair

Repairs
and Spares
Center
Refund

Replace

Fig. 7.4.1: Aspects which help a person decide about the department for query resolu on

A repair and spare parts centre provides repair services for desktop, monitors, laptop and
other hardware components that are under warranty me frame. These centres also provide
repair services for components which are out of their warranty period. Usually there is no cost
or fee involved if the components are under manufacturer’s warranty. However, the repair
centres do charge for components that are not in their manufacturer’s warranty. The cost
ranges from a nominal fee to a heavy amount, all depending on the type of the issue which
needs to be ﬁxed. A repair and spare parts centre provides hardware and so ware services.
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The following ﬁgure highlights the hardware services given by repair and spare parts centres:
Full hardware
diagnos cs

Memory and
hard drive
replacement

Parts
ordering and
installa on

Memory and
hard drive
upgrades
Fig. 7.4.2: (i) Hardware Services

The following ﬁgure highlights the so ware services given by a technical helpdesk and system
repair centres:
Opera ng system and
so ware installa on

Data backup and recovery
So ware Services
Virus, spyware, and adware
removal

Network and wireless
troubleshoo ng
Fig. 7.4.2: (ii) So ware Services
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Service Level Agreement (SLA)
While interac ng or taking assistance from the customer care, a person must be aware of the
basic protocols these service centres follow. For example:
·
·
·
·

Requests for hardware repair service are addressed in an order in which they are received
The requests are based on priori es (cri cal, important, general), which are determined
by urgency and level of impact
Responses to requests for computer hardware repair service may be via phone or voice
mail, e-mail or personal visit
Examples of the forms of contact that are not covered under this SLA include:
o
o

Direct emails to individual computer repair service personnel
Direct phone calls to individual computer repair service personnel

As a customer, when seeking assistance from the service centre, an IT coordinator should:
·
·
·
·

Request computer hardware repair assistance.
Give a detailed and accurate descrip on of the symptoms to indicate that hardware repair
is required.
Backup of data stored must be taken before handing over the equipment for repair.
Respond to inquiries done by the repair centre staﬀ in a mely and professional manner.
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Exercise
Match the following descrip ons to their respec ve categories .
Descrip on

Category

1. Respond to inquiries done by
the repair centre staﬀ

A. No cost

2. Requests for hardware repair
service are addressed in an
order in which they are
received

B. Department to transfer query

3. Virus, spyware, and adware
removal

C. Hardware Services

4. Printer parts ordering and
installa on

D. So ware services

5. Refund

E. Service centre protocol

and

replace

6. Repair of components under
manufacturer’s warranty

F.
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UNIT 7.5: Achieving Targets
Unit Objec ves
At the end of this unit, you will be able to:
1. Explain the process for achievement of goals
2. Iden fy the types of risks involved
3. Iden fy ways to improve quality, produc vity and process me

7.5.1 How to Achieve Set Goals?
Set goals and work towards it to make it happen. For example, a goal is set about evalua on
strategy. The ques on to ask would be, ‘what is the purpose of evalua on?’ A coordinator
must know that evalua on is done to achieve speciﬁc purposes.
The following ﬁgure describes the types of evalua on done for a project:

Forma ve Evalua on

•It is done at the development stage for improving
instruc onal courses

Summa ve Evalua on

•It is done immediately a er implementa on to
measure the eﬀec veness of learning, training
and educa on

Conﬁrma ve Evalua on

•It is done a er implementa on of a course to
decipher if it requires any upda on or
modiﬁca on

Fig. 7.5.1: Types of evalua on

In other words, ﬁrst, it is important to decide on evalua on of a course during its development
stage to make improvisa ons. Another op on is to evaluate the course at its end sta ge, before
it is ﬁnalized. This way, the course’s eﬀec veness can be measured or a previously developed
course can be examined to cross check the gaps.

7.5.2 Steps to be Followed in Case of Issues
As an IT coordinator, a person gets be er at analysing and assessing risks in the process of
achieving the goals.
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The following ﬁgure represents ﬁve types of risks:

Risk that is not
yours to take

Risk that is
unnecessary

Risk that you cannot
aﬀord to take

Risk that you can
aﬀord to take

Risk that you can’t
aﬀord not to take

Fig. 7.5.2: Types of risks

7.5.3 Complete Work Eﬀec vely and Eﬃciently
There are skills that can be developed enabling a person to be more eﬀec ve and eﬃcient at
work. The following ﬁgure lists the steps that can make a person more eﬃcient at work:

Iden fy Priori es

Adopt a Good A tude

Build Essen al Skills

Fig. 7.5.3: Steps that can make a person more eﬃcient at work

As an IT school coordinator, if a person is disorganized, a lot of me will be wasted by looking
out for lost items. The following ﬁgure lists the elements which help a person to be organized
leading to more produc vity at work:

Communica on
Skills

Focus

Career
Development/
Learning

Fig. 7.5.4: Elements which help a person to be organized
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7.5.4 Ways to Improve Quality, Produc vity & Process Time
For achieving produc vity, extrac ng maximum from limited resources, such as equipment
and manpower is essen al. The challenge at workplace is to discover ways for increasing
produc vity as well as to keep the quality of produc on intact. The following ﬁgure lists the
methods to improve quality and produc vity:
Empower
Workers

Implement
Gradual
Changes

Methods to
Improve
Quality and
Produc vity

Establish
Goals

Eliminate
Valueless
Processes

Improve
Training

Fig. 7.5.5: Methods to improve quality and produc vity
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Exercise
List the factors that can help/helped in improving quality and produc vity of work at your
workplace.
1. __________________________________________________________________
2. __________________________________________________________________
3. __________________________________________________________________
4. __________________________________________________________________
5. __________________________________________________________________
6. __________________________________________________________________

170
170

IT Coordinator in School

8. So Skills
Unit 8.1 – Reading Relevant Informa on
Unit 8.2 – Basic Communica on Skills
Unit 8.3 – Improving Work Processes
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Key Learning Outcomes
At the end of this unit, you will be able to:
1. Iden fy why relevant informa on must be read
2. Discuss about reading documents
3. Discuss the importance of having basic communica on skills

172
172

IT Coordinator in School

UNIT 8.1: Reading Relevant Informa on
Unit Objec ves
At the end of this unit, you will be able to:
1. Iden fy the types of documents
2. Understand the need to read documents
3. Learn how to read documents

8.1.1 Read So ware Related Documents
Reading a manual or ‘Help’ document of a so ware is equivalent to reading a map. A manual
gives the facts and informa on related to procedures for accomplishment of tasks. An IT
coordinator needs to limit his/her reading speciﬁc to the informa on required. One may have
to refer to the glossary list to determine meaning of words or technical terms used in the
manual or ‘help’ document. It takes a lot of concentra on and understanding to master the
skill of reading documents. To determine that a person is heading towards the right path, it is
important to test their own assump ons and ask queries about the document. The following
ﬁgure lists the queries a person must ask about the document to be read:
Ask yourself
Why was the document wri en?
Who is the target audience?
What type of a document is it?
Why should the document be read?
Fig. 8.1.1: Steps to read a document

Why was the Document Wri en?
As a ﬁrst step, an IT coordinator should know what the document intends to make the reader
aware of. Therefore as an IT coordinator, a person must understand why a manual or help
book was created.
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Who is the Target Audience?
Iden fying the intended audience is essen al as it gives a be er understanding about the
language used, or the level of knowledge being imparted to the audience. Once the audience
type is understood, by reading the manual/help book, a person can evaluate the complexity of
language and the length at which topics are covered.
What Type of a Document is it?
The type of document is crucial to its purpose. It can be user manual which contains
instruc ons to installa on of a software/hardware, or it may be a help book giving solu ons
to common problems that may arise with an equipment.
Why Read the Document?
Reading these documents can be helpful for the purpose of gaining extra knowledge or clearing
exams/interviews. These documents also help in upgrading a person’s knowledge bank as it
may teach a variety of new tricks and techniques to solve a problem. An IT coordinator needs
to be well versed with the documents as it gives them an advantage for trouble shoo ng and
resolving minor issues in an IT lab or classroom. It also men ons who should be contacted in
case the problem cannot be resolved.

8.1.2 Read Hardware User Manuals
An IT coordinator must read the documents with complete focus and concentration to
understand the content be er . It is important to read about the product guidelines so that
there are no gaps while handling it. Manufactures give a handbook because they expect the
users to follow the instruc ons provided by them. Also, product guidelines list safety
informa on too. Hence, it is essen al to read related documents.
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The following ﬁgure lists down the steps for reading a document:
Step 1: Determine informa on
• One must be able to determine and read as per the speciﬁed
requirement rather than reading the en re document.
Step 2: Scan the document
• Scan the document to determine its layout style and get a be er
idea about the manner in which content is presented.
Step 3: Find informa on
• Look up for the required informa on using headings, index or
the table of contents.
Step 4: Take notes
• It is essen al to take notes for any important topic that one may
come accross while reading the document. Do not skip ps and
warnings men oned.
Step 5: Use glossary
• A person may across technical terms while reading the
document. Meanings for such terms can be looked for in the
glossary sec on at the end of the manual.
Fig. 8.1.2: Steps to read a document

8.1.3 Reading Content on Learning Applica on
A coordinator must also know about LMS, the learning management system, which is a
so ware for repor ng, tracking, documen ng, administering and delivering learning sessions
in school. It helps a trainer/teacher deliver their classes, give out assignments, keep records
and administer student progress at the same me.
The recent technology has seen emergence of LMS with diﬀerent features. The new features
include ﬂexible, personal, social and open learning analy cs. As an IT coordinator, one needs
to keep visi ng the portals to iden fy changes that may be done to i mprove the feel of it.
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The following ﬁgure lists the common inclusions in an LMS:
Teacher and student administra on
Forums for student and teacher interac on
Provided security systems
Track and report e-learning programs
Display transcripts and scores
Online events and related courses
E-learning training content
Documenta on
Internal communica on system (built in mail)
Support portability and standards
Fig. 8.1.3: Inclusions found in an LMS

The best way to come to know about these changes is by reading the applica on and its help
book.

176
176

IT Coordinator in School

Ac vity
Trainer Prepara on
Hand over a sample manual to each par cipant. Explain the par cipants by giving them an
example how they must seek informa on for the problem.
Write down the following issues on the board and ask the par cipants to look for resolu on
to the issues as per the steps they learnt in the unit:
1. Look for the terms:
· Video lesson
· Audio lesson
· Chat assistance
· Online trainers
2. Basic func on
3. Reset mode
4. Quit mode
5. Conﬁguring a so ware
6. Customize catalogue
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UNIT 8.2: Basic Communica on Skills
Unit Objec ves
At the end of this unit, you will be able to:
1.
2.
3.
4.

Iden fy the basic communica on skills
Deﬁne listening, communica on, cri cal thinking and decision making
Iden fy cri cal thinking skills
Recognize factors that limit decision making skills

8.2.1 Listening
No ma er where a person may be, he/she does not only want to be heard but, wants to be
truly understood. Therefore, ac ve listening plays a vital role in life , especially for an IT
coordinator. This skill can be developed with prac ce and pa ence.
What is Listening?
In a layman’s term, listening means paying a en on. It means full concentra on, engagement
in and absorp on of what the other person is trying to convey. It includes expressing and giving
responses by:
· Shaking the head (expressing denial/no)
· Nodding the head (expressing agreement/yes)
· Asking ques ons to clarify
· Making/maintaining eye contact
Why is Listening Important?
In a school environment, working with teachers, assistants, students, lab staﬀ and technical
centres, there are three major reasons as to why listening is essen al.
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The following ﬁgure lists the three major reasons:

Shows respect for peers
and earns their trust

Helps understand issues
and provide solu ons

• Given the amount of
pressure and stress at a
workplace, people like to
have understanding and
suppor ve peers.
• A person's value
increases when they
show understanding and
reach out.

• An ac ve listener gains a
be er insight to any of
the peer's concerns.
• A deeper understanding
to problem results in
providing be er and
accurate solu ons.

Helps to diﬀuse conﬂict
• A workplace brimming
with ideas is subject to
conﬂict of interests.
• A person's openness to
opinions and diﬀerent
percep ons revolving
around a situa on help in
diﬀusion of conﬂicts.

Fig. 8.2.1: Importance of listening

How Does Listening Improve Workplace Performance ?
One can no ce beneﬁts if there is emphasis laid on eﬀec ve listening at work. It results in
be er produc vity, mely achievement of goals and a be er coordina on between
employees. The following ﬁgure lists factors that help in improving a workplace performance:
Reduces Conﬂicts
• People if not
heard tend to
look for other
opportuni es
because it builds
resentment.
• A good listener
always helps his
co-workers to
reduce
communica on
gap.

Reﬂects Caring
A tude

Increases Working
Rate

• Employees react
to the open door
policy in a posi ve
manner.

• When employees
listen eﬀec vely,
the tasks are
accomplished
before me and
the pace of work
is much faster.

• Employees are
aware that they
will be heard and
the issues will be
resolved with a
best solu on.

• This step helps in
maintaining focus
and clarity
towards the task.

Fig. 8.2.2: Factors that help in improving a workplace performance
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Decreases
Duplica on of
Eﬀorts
• Good listeners
tend to make less
mistakes while
working leading
to higher
produc vity.
• For someone
who is not an
efec ve listener,
the produc vity is
slow due to less
comprehension.
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Types of Listening
There are ﬁve diﬀerent types of listening involved at a workplace.
The following ﬁgure lists the types of listening:
Comprehensive
Listening

Apprecia ve
Listening

Discrimina ve
Listening

Empathe c
Communica on

Cri cal Listening

Fig. 8.2.3: Types of listening

Comprehensive listening means listening in order to understand. Moreover, t he ability of a
listener to diﬀeren ate between verbal and nonverbal message is known as discrimina ve
listening, which is very important for an IT coordinator to be able to do.
Empathe c listening allows a person to feel the other person’s emo on as they speak. When
a listener appreciates what the speaking is talking is known as apprecia ve listening.
Another important skill that an IT coordinator should possess is cri cal listening. Cri cal
listening allows a person to make cri cal decisions and enables a person to judge the situa on
while the speaker is talking.
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8.2.2 Communica on
Communica on means sending/receiving informa on by wri ng or speaking. There are a lot
of people who o en struggle in communica ng.
The following ﬁgure lists a few ways which can help a person communicate eﬀec vely:

Do not rush while communica ng
Share ideas with others
Stay a en ve
Look at non verbal cues
Try to comprehend what others are saying
Be pa ent
Follow up a er having a conversa on
Do not hesistate to ask for a feedback
Be open to ideas
Pause before giving a response
Fig. 8.2.4: Ways to communicate eﬀec vely

There may be instances during a conﬂict where people may lose their temper. It is important
for a person to control anger at all mes as anger leads to mistakes. The following ﬁgure lists
a few points to communicate when angry:

Stop

Think

Talk

Listen

Fig. 8.2.5: Steps to communicate when angry

In case a person is very angry, it is advisable to ‘stop’ and step back to breathe. Take a few
minutes to calm down. Once the anger subsides, try to ‘think’ and ﬁgure what the real problem
was and where/how the situa on worsened? Finally, go ahead and ‘talk’ to the concerned
person. A er talking, ‘listen’ carefully about what the other person say what they feel.
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8.2.3 Cri cal Thinking
Cri cal thinking is deﬁned as a person’s ability to make logical decisions in a par cular
situa on, keeping all the emo ons aside. This enables a person to:
· Collect informa on for analysis of a situa on
· Generate ample solu ons to resolve a problem
· Get feedback
· Add value to business solu ons
As an IT coordinator, cri cal thinking helps a person to run across many possible to solu ons
to a situa on, analyse through it, and come up with the best possible solu on. The following
ﬁgure lists the beneﬁts of cri cal thinking:
Inﬂow of
New Ideas

Uncovers
Spinoﬀs

Cri cal Thinking

Fosters
Teamwork

New
Opinions

Fig. 8.2.6: Beneﬁts of cri cal thinking

Cri cal Thinking
Skills

Cri cal thinking can be divided into three fundamental skills. The following ﬁgure lists these
skills:
Curiosity
Skep cism
Humility

Fig. 8.2.7: Cri cal thinking skills

Curiosity is the aspira on of learning and garnering more informa on/knowledge as well as
looking for evidence, and welcoming new ideas. Scep cism includes not believing everything
that a person comes across and pu ng ques ons to get convinced fully. Humility involves
acceptance if a person’s idea gets rejected or is not considered suitable. At the same me, the
person is willing to look up to new ideas.
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The following ﬁgure lists other skills which are essen al for cri cal thinking:

Transforming
Knowledge
Analyzing

Applying
Standards

Predic ng

Skills

Logical
Reasoning

Seeking
Informa on

Discrimina ng

Fig. 8.2.8: Other cri cal thinking skills

8.2.3 Decision Making
The ability to choose the best between mul ple courses of ac on is called decision making.
Decision making involves using either a person’s intui on or reasoning, or both. Deciding upon
something using ‘gut-feeling’ is intui on. At workplace, intui on typically involves a person
making decisions on the basis of prior work experience, values or both. Reasoning involves
using factual data to interpret situa ons and take a ﬁnal decision. Emo onal aspects are
usually ignored while making such decisions. Numerous issues can limit a person from taking
the right decision.
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The following ﬁgure explains the factors that limit decision making:
Not enough
informa on

•A person cannot take the right decision without adequate amount
of informa on.

Too much
informa on

•Having too much informa on tends to confuse the person which
leads to taking a wrong decision. Filtering important informa on is
necessary.

Too many people

•O en, decision making in a commi ee is diﬃcult as it involves
varied perspec ves and ideas. Some mes, taking the most suitable
decison is be er than taking none.

Vested interests

•Such interests can be a hinderance too, as iden fying and
addressing them is diﬃcult.

Emo onal
a achment

•Many people, who are a ached to their status quo are most o en
the ones who ﬁnd it diﬀcult to take a decion in case of prospect of
change.

Fig. 8.2.9: Factors that limit decision making
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Exercise
Match the following factors with their respec ve statements:
Factors

Descrip on

1. Not enough
informa on

A. Decision making involves varied
perspec ves and ideas.

2. Too much informa on

B. Such interests can be a hindrance to as
iden fying and addressing them is diﬃcult.

3. Too many people

C. Many people, who are a ached to their
status quo ﬁnd it diﬃcult to take a
decision.

4. Vested interests

D. Filtering important informa on is
necessary.

5. Emo onal a achment

E. A person cannot take the right decision
without adequate informa on.
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UNIT 8.3: Improving Work Processes
Unit Objec ves
At the end of this unit, you will be able to:
1. Iden fy the ways to improve work process
2. Deﬁne the need to follow steps for improved work process

8.3.1 Ways to Improve Work Process
There are diﬀerent work processes involved at a workplace. It can be formal or informal.
Formal processes are documented procedures having steps which are validated and
established. Informal work processes involve learning through experience , without any
professional training. Both these processes have a common aspect, that is, their framework
streamlines the work done by the team. The following ﬁgure lists the examples of issues which
may arise in case a process doesn’t work:

Bo lenecks may develop,
causing missed deadlines

Wastage of resources

Colleagues get frustrated

Cost increment

Customers may complaint

Work may be duplicated or
le undone

Fig. 8.3.1: Examples of issues leading to failure of a process

It must be noted that improvement of processes is essen al a er a certain period of me. An
IT coordinator needs to understand that changes, new technologies or new goals in the
environment cause a well-established process to get obsolete and ineﬃcient. It is very
common in the IT industry that new technologies keep coming in.
As per the change, improvisa ons are also required in the work processes being followed.
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The following ﬁgure highlights the steps to improve a work process:
Map processes

Analyze the
process

Redesign the
process

Review the
process

Implement and
communicate
change

Acquire
resources

Fig. 8.3.2: Steps to improve a work process
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Ac vity
Trainer’s Prepara on
Give the par cipants a situa on where the LMS of a school had to be put on hold because
there was no scope of adding more learning material to it. Also, removing the exis ng lesson
is not frui ul as the learning material is crucial for learner’s upcoming exams. The management
has called the technical department for a mee ng to discuss the failure of the LMS intake
capacity.
Divide the par cipants in to small groups and ask them to list the possible causes and the
resolu on to the given situa on.
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