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IT @ Work March 2002 Update

Information Processing and Management Unit 3

By Helen Andersen, Paula Christophersen, Robert Timmer-Arends

Introduction

With additional explanatory notes

This web update for IT @ Work: information processing and management relates to outcomes 1, 2 and 3 in Unit 3 of VCE Information Processing and Management:

· Web-page conventions update – a list of web-page design conventions (which updates the list published in the March 2000 update), and an article on reasons for web-page design conventions

· Outcome 3 course outline – a grid listing key knowledge, teaching notes, and class activities and homework activities, based on IT @ Work student activities

· Outcome 3 student worksheets – five student worksheets on data integrity, security measures and threats to data

· PowerPoint presentation – ‘What is information?’ (also relates to outcome 1 of Unit 4).

The next update is scheduled for July 2002. It will contain similar material for Unit 4.

contents

This update is organised in the following files and folders:

· Outline_3-02.doc (Outcome 3 course outline)

· Worksheets_3-02.doc (Outcome 3 worksheets)

· Webcon_3-02.doc (web-page design conventions)

· What​_is_information.ppt (a PowerPoint presentation designed to facilitate class discussion)

· Intro_3-02.doc (this introduction with additional explanatory notes)

Note that all this material, except the introduction, is password protected.

Additonal explanatory notes

PowerPoint presentation: ‘What is information?’

What_is_information.ppt was created in Microsoft PowerPoint 2000, although it should be compatible with PowerPoint 97. It is intended for use in a teacher-centred lesson rather than for individual student use. Therefore a data projector is needed.

The material covered in the presentation is really pitched at Units 1/2 level, but since it contains one of the key concepts underlying Unit 3 Outcomes 1 and 2, and Unit 4 Outcome 1, it is worth presenting as an introduction to Unit 3.

The presentation is designed to facilitate class discussion. It should therefore be well rehearsed before the lesson, so that points at which the class can be asked questions are known in advance of clicking to the next item. Additional suggestions as to how each slide could be used in classes are given in the ‘speakers notes’ view of the presentation.

Course outline: Unit 3, Outcome 3

Outline_3-02.doc is a document that outlines a suggested sequence of learning for the key knowledge required for Outcome 3 of Unit 3 Information Processing and Management.

The ‘Notes’ column of the table presents the main ideas to be covered for a particular key knowledge point. They could form the basis for notes that students take down in their workbooks. They also suggest ways in which students might create their own notes based on a careful reading of the relevant sections of the text.

Each horizontal division of the table is not intended to be one lesson. Rather, the divisions are logical groupings of the key knowledge points. Thus the first item (‘The uses made by organisations …’) could be presented in one lesson, while the fifth (‘Procedures used to enhance …’) could span several.

Sample assessment tasks for this outcome were presented in the IT @ Work March 2000 Update (file AsTask_3.doc), as were the review questions (file RQuest_3.doc). This update is still available on the Macmillan website.

Student worksheets: Unit 3, Outcome 3

Worksheets_3-02.doc contains worksheets designed for use in conjunction with chapter 6 of IT @ Work. Their aim is to help students read and summarise various passages of text by presenting them with some form of ‘ideas organiser’, such as a concept map. By using these in class, students can become more active learners in what is a largely theoretical component of Unit 3 Information Processing and Management.

Each worksheet contains instructions for the students. The students can be given their own copies of each worksheet, or the worksheets can be drawn on the board for them to copy and complete in their notebooks.

Suggested answers for the first three sheets are shown below.

Suggested answers for worksheet 1

What can be done to prevent a loss of data integrity at each of the three stages? Possible answers include:

· Data source: careful construction and conducting of surveys, second source, data capture.

· Data entry: machine validation, verification, data capture.

· Data storage: procedures to regularly update and ‘clean out’, file naming and directory structure conventions, security procedures and equipment.

Suggested answers for worksheet 2

In what ways can data integrity be compromised at these points? Possible answers include:

· Data source: poor collection methods, not checking sources, unreliable sources.

· Data entry: poor or no validation, limitations of validation.

· Data storage: data not kept up to date, poorly organised, poor security measures.

Suggested answers for worksheet 3

Loss of, or damage to, data because of …

· accidental actions

· deliberate actions

· equipment failure.

Stolen data. Data that is …

· stored

· communicated

· poorly disposed of.

USE OF THIS MATERIAL

This material is copyright of the authors. It is provided free to schools on the condition that it is only used in teaching with IT @ Work, which it supports. Provided this condition is fulfilled, a school may make as many copies as it requires for its students and staff, and may put it on computers used by its students and staff, including internal computer networks, provided that this material cannot be accessed by anyone outside the school.

You may not give or distribute copies to anyone not at your school, whether as hard copies or by email or over the internet or by any other means.

You may not knowingly put the material on any computer for downloading by anyone not at your school.

You may not remove password protection from any files so protected, or copy their contents into unprotected files, except for extracts that are required in another file to facilitate teaching in conjunction with the textbook. You must apply to the publishers for permission to use any part of the material in any document, publication or file that you distribute outside your own school, or allow to be accessed from outside your own school.

You may create a link from your website to the download page of the publishers’ website. Although this material is free, its supply is linked to usage of the textbook. Be aware that the publishers are the sole distributors and will take action to protect their rights against anyone distributing this material without permission.

While we have taken reasonable care to ensure downloadable files are free of computer viruses, you should scan downloaded files with up-to-date anti-virus software before opening them. Macmillan Education Australia accepts no responsibility for damage caused to your computer system by viruses.

DOWNLOADING FILES

The text files are provided in Microsoft Word 97/98. You can download this update by selecting from the links on the left. We recommend you download files as follows:

· Windows users: click once with your right mouse button on the relevant link on the left, and choose the ‘Save … As’ option.

· Macintosh users: hold the Option key while clicking on the relevant link at left.

If you have problems opening or downloading the update, please send an email to help.secondary@macmillan.com.au with a brief description of the problem. If you do not have email, use the Feedback facility of this website.

Please note that we set files up to print on A4 paper. When you print a document, page breaks will be dictated by your own printer setup and you may have to make adjustments before printing. Check the document in Print Preview before you print.

If you wish to print this introduction directly from the screen, ensure that the cursor is in the document window and choose ‘Print’. Page breaks will be dictated by your own printer setup.

We suggest that for ease of viewing in Word, these settings should be used:

· Use page view (in File menu—View—Page Layout/Print Layout).

· Uncheck Show All (¶) on the standard toolbar.

PASSWORD PROTECTION

All the downloadable ﬁles are free but the following files need a password before they can be opened: Outline_3-02.doc, Worksheets_3-02.doc, Webcon_3-02.doc. Note that the passwords for previous updates are not valid for this update. You will need to apply for the new password in accordance with the following procedure.

Passwords are only available to schools (or other education providers and tutors) which have adopted the text.

To obtain your password, please send an email to passwords@macmillan.com.au with the words ‘PASSWORD REQUEST’ in the email subject line.

Please include this information in the email:

1.
Password request for IT @ WORK March 2002 UPDATE
2.
Name, faculty, and school:

3.
School phone number:

4.
Email address at school:

5.
Please reply to (if different from 4):

6.
School’s usual bookseller, if you have one:

7.
If you are a non-school provider or private tutor, please indicate the course and the number of students you have.

Please tell us if you do not wish us to email you further information about Macmillan publications in the same subject area.

If you do not have email, please fax your request and this information to the Senior Sales Coordinator on 03 9825 1010 or phone on 03 9825 1096.

When you receive your password, proceed by opening the file(s) in the normal way, and type the password when prompted. Note that passwords are case sensitive.
DISCLAIMER

The information contained in this web update is in no way associated with or endorsed by the Victorian Curriculum and Assessment Authority. The worksheets and suggested approaches to VCE assessment are based on the opinions of the authors only. 

FURTHER information

Textbook details

IT @ Work: information processing and management by Helen Andersen, Paula Christophersen and Robert Timmer-Arends. Includes a student CD-ROM.

ISBN 0 7329 4528 3.

Published 1999 by VCTA Publishing, an imprint of Macmillan Education Australia.

Reprinted 2000.

New edition available September 2002

IT @ Work Information processing and management, second edition

IT @ Work has been completely updated and modified in line with the revised Information Processing and Management Units 3 and 4 VCE study, to be implemented in 2003. 

Contents

1.
Concepts and connections

2.
Organisation goals and information needs

3.
Processing information

4.
Solving information problems

5.
Information systems

6.
Information management strategies

7.
Impetus for change

8.
Managing change

New or enhanced features

· Student activities are closely aligned to the outcomes in Units 3 and 4.

· Student textbook activities are completely resourced for classroom use.

· Chapter openings list relevant key knowledge and skills, and learning outcomes.

· Two indexes – an alphabetic index and a key knowledge-based index.

· Special student reference sections on file management, formats and conventions, and techniques representing solution design.

· An enhanced student CD-ROM containing additional multimedia features.

· End-of-chapter case studies.

Next web update

The next update is scheduled for July 2002.

Other services available on this site

To contact the publishers, to order an inspection copy of the textbook, to purchase a copy, or to give us feedback on this site, click on the Macmillan logo at the upper left of the screen to return to the home page, select the Macmillan Education Australia link, and then choose the appropriate button.
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