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InfOﬂmatlon is the out nut element of a data processing and
usually 1t has got & DUTPOSE.
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SIMITARTITIES SOTL4T DATA ATD TNFORMATION
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The maln.Slmll&rlbL“S betdoen data and 1nf0ﬂuatlon are in
how the two are described and stored.

a. FLELD
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s is. the smallest sensible. unlt of both data and.
information.

b. RECORDS

Data field are gathered into records of data and . .
information o 5 o | |
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These records of :‘data and 1nformat10n are grouped 1nto
files
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The xey'flelds ae used 1ln both data and 1nf0ﬂmatlon
recoras for the same purpose of 1dent1flcat10n.

The set gp of these may not be tue same, but tbey'ex1st in
both,

GEKEE&ILCHLR%C”:H.ﬁﬁfpﬁ OF INFORIATION
Before any information is nrocessed, seven points must be
cared for: '

A. PURROSE T TR e U R e
Tb arrlve at wnat ttpe of information Jou'w111 need to know
the purpose o3t ”herefo *e¢ the question to asl, 1s,

What is the proposed information for?

In this way you will be able to to know, if it 1s for
immediate use or not.




Be USER
Since information has got a purpose, it should be made
clear to the uscr, this birings vou bo tuln”s lilkke who
wants 1t? His level of eddcstlon, his back ground etc,

€. VOLUME

Y S T e ey sy

The information a uscr “eturwes 1is that which can be
used to solve what ever ig at haad Therefore the
volume and scope should be dactermined Dy the need of the

user, This will only be achieved when tﬂu question; How much
2 Inférmation should be,p¢oducoq is answered,
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D TINELINESS
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Information can be useful when it is recelved,, when it

1s most needed. It can De too late to be of anj'use.

vome information may be needed at once wihereas other items
of 1nformation maj be needed later,

B, CHANNETL 01" COMMUNT CATT OIf
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Information can be communicated in a number of d1f¢erent
ways, A path or medium by which information is fr&nsmittoc
1s.kpown as a comuunlcablop chhnnel, -
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‘xamples are:

written reports wWwihen we answer the K
graphs or visual displays question, In what form
~sheetls of figures | shiould the i1nformation
telephones . . & be nroduced.

meetings ; 3 ”

informal discussions

by'computor |

using ones eyes

TV

wadlo

magazines

notice board
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F, DIRECTION OF INFORMATION FIOW

The direction of the information flow matters very muche, eg
ouperior to suoordlnatc or Vis vesa qv,pboplc on .the same
level, _
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3 F eCT1 nd nrocessing and communicatii
The cost of collecting and ocesseins and communlicatin
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should not De gireater :4%1 1tes worth.

QL[_IAHJ_IES OF : GOOD_ TIFC IIATT O
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Information should fulfil its puwnosge that is it ”ﬂoqu:
maxe the usei» do his job o“'wn. 2 declgsion, Such
informaation nust be

T Relevant to the situation at haad
1l Complecte

111, Accurate |
1ve Claar to the user iy nedai
Ve Trusted by the information user. o

2, _USER
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-Good 1nformation must always.reach the person who necds it.
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Depcnding on the direction, a proper Wﬂﬂ'mug be found.

4., VOLUIE
The wvolume should not cxceced the c&va01t" or tae to talze
1% ‘allk-ain, imlﬁ'the'informatlon.reqa¢roi must be sent or
givenﬁ ' L%
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Goods 1 “Lowﬂhtlo igs the ane that is communicatae
apprapriate +“nu, not too late to be of any us

’
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The typce of channel chosen, can make an information good
or bhad. _ =

7. COST
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Good information sihould be less in cost compax ~cd to the
benefits

Ee TREIEVANC
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1t must oc relevant to the purposc it is required for,
Far too many reports fail to kesp to the point.




9 COMPLOTENLESS

A user nmust have all the information he needs to do his
hod properly.  Otherwise he will alwavs do bad jobg

‘What is .the result of this, if you told somebody to collect
K4,000 but instead you wrote K400 loss of K3,600 |

10, ACCURACY

1t must be always accurate in order to pTrocduce accurate
results, - ' -

11. CIARITY

!

g 'In_formation must be olear to the user., If the user does
not understand it properly he cannot use it properly

42. CONFIDZNCE IN TIE INFCLATTON

"xfmo; ever recieves The Information should be confident that
1t 18 accurate. The confidence should be built up amongst
the indivuduals. *
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COMMUNTCATION TRARDOWIT

The following points may cause full or partial breakdomn in
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communication and they are lmown as 'INLIE!

To Ixcessive volumes of information at colleotion points

2. Irrors o Umissions during communication

e lhginterpretation and misunderstanding at the receieving
and therefore noise can take rnany forms but mbst in brief
are, excesglve volumes, irrclcvance, incocmpleteness and
lack Bf clarity.
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PlOBLEMS OF COMMUNICATION

- Information should be communicated to the right peonle, but therse
may be a breakdown in the flow that prevents 1it.
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DISCTION CF FIOW

Information Iflow majE bes -

L. DOWNWARDS

<

In thiks direction is usually from superiors to subordinates
and information is about:

24 Delegation of work

b. Information about procedures etc

Ce adout roles one must play

d. Information about how one is coing his work




Information that roes wirnrds usually is for reporting
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Information is passed around C0 people at the same level.
Can lead to awkward situations

-LGPORTING BY EXCIPTTON

This principle works like thig: Unly information Do somethin
different or unusual 1s produced or reported . As an example

1f a company has cot a maximum and minimum production ranee
then the only report can be done on what is below the minimun,

2g: Target Production Figures are between 100 - 120

T = 110
2 -~ 105
3~ 119
4 - 120
5~ 75

In the example the only department .that needs atfention 18
> and so it is the onec we repot on,




