
Chapter 5 – Solutions for current and future information needs.

Summarise the key points made in each of the ‘key knowledge’ subsections of this chapter. Make sure you have a clear understanding of the bullet points.

5.1 – The nature of information used in organisations.

· Formal

· Informal

· Summarised

· Detailed

· Complete activity 5.1.2 parts 1 (choose 2 only), 2 & 4

5.2 – Applying a problem-solving methodology to produce solutions that meet current and future demands.

· Cause and effects of problems

· Steps in determining current and future information needs

· Parallel running, phased approach & cut over implementation

5.3 – Formats and conventions

· Format

· Convention

· Complete activity 5.3.1 part 2 – Explain how ………..

5.4 – Procedures for managing information

· Information path flows, records management, prioritising jobs, privacy & security

· Complete activity 5.4.1 parts 1, 2, 3, & 4

5.5 – Techniques for efficiently processing and managing information to meet current and future needs.

· Role of macros, templates and shortcut keys
· Complete activity 5.5.6  parts 2, 4 & 5
5.6 – Documentation

· Importance and different types
· Complete activity 5.6.1 part 2
5.7 – Evaluating efficiency

· Procedures can be assessed in terms of efficiency and effectiveness.

· Complete activity 5.7.1 part 1b & 1c

5.8 – Strategies for managing projects

· Steps involved in producing information

· Top-down, bottom-up and middle-out


