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Respond and take action (covers skill standard 2.2.4)
What to do when things go wrong
Disaster happens everywhere and ICT is no exception. Below are some of the things that might go wrong in the ICT office and what to do about it.
Loss of data
Imagine that you are working away at your tasks and suddenly the power goes off. What can you do? Has all your work been lost?

The answer to this question depends on how careful you have been before the event occurred. To minimise the loss of data you should:
· Create a file with a meaningful name, stored in a folder which you can find again. Do this immediately you start working. Then save frequently by clicking the save button. Never put off saving until the end.
· Check the auto save facility of your application and set it to auto save every few minutes.

Other causes of data loss could be:
· Fire, flood or some other physical disaster that destroys the computer.

· Accidentally deleting a file.

· Losing a memory stick with the only copy of your work.

It is not always possible to recover data that is lost but one way to try to keep it safe is to back-up your work regularly. Back-up means to keep a copy of your work on another computer, memory stick or external hard drive. This should be in a different location from the computer that usually stores your work.
Computer freeze

If there is an ICT technician present ask for help or advice.  

If the computer freezes it might be because of a conflict of programs running at the time. Try pressing Ctrl+Alt+Delete at the same time. Click on ‘task manager’ and delete the application that is not responding. 

Usually the only other method is to switch off the computer and start again.
Paper jam

If you are allowed to, follow the instructions in the printer manual for unjamming a printer. 

Ask a technician to help.

Never try to drag the paper out of the printer or stick in a sharp object to try to force it out. This could lead to electric shock and/or damage to the printer.
Storage full

When a storage full message appears there is no more space to store files. You could try to store your work on a memory stick or even email it to yourself. 

Of course you should also try to free up some storage. Check that you have not got unwanted files, old games, duplicate images and so on saved on your computer. If you have, delete them. Be careful that you only delete files you are sure you won’t need again! Empty the recycle bin. Run any cleanup software provided, such as Microsoft Disk Cleanup. Remove your temporary web files as shown in the diagram below. 
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Simple error messages

Most error messages are diagnostic error messages.

This means that if you read them carefully they will not only tell you what is wrong, but help you to put it right. So follow the instructions carefully and you should soon be back on track.
Delete these files and save lots of space
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