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Information1Lis the out put element 0:? a data processing and
usually it sgot a purpos_e. -
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The main similarities between data and informatiou are in
how the two are described and stored.

a. FIELD
-c—u—n—

This is. the smallest sensibleunit of both data and
,_information. .. .

b . 113300313§

Data field are gat1ered into records of data and ';*.
information .3 .

—---—

These records of data and information are grouped into
files

d.KEY FIEIDS
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The key fields are used in both data and  information
records for the same purpose of identification.

The set E9 of these may not be the same, but they exiet in
both. '
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BeIore any infoxmation is process ed, seven points must be
cared for:
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‘ Tb3arriveat what type of information you will need to know
the purpOse of it. Therefore the question to ask, is,
What is the preposed information for? ~

 
In this way you will De able to to know, if it is fbr
immediate use or not

 



B. USE“

Since information has got a purpose, it should. be made
clear to th.e user, this briugs you to things like who
wants it? His level of ed_ue:tion, his back ground etc.
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The information a user reaurres, is that which can be
used to solve what eve1 is at hand. Theie1ore the
volume and scope shoulm be determined. 9y the need _of the 1,
user. This will only be achieved wl1en the question; How mfich

If infmrmation should be produced. is answered.. _

D TIhnngLBS

Information can be usefil when it— is received,when it
is most needed. It can be too late to be of anyuse.
Some information may be needed. at once Jhereas 0t111er items
of information may be needed later.
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Information can be communicated in a number of different
ways. A path or medium by which information is transmittee
is known as a communication channel. v

Examples are:'

.1. written reports When we answer'the, 1
2. graphs or visual displays question, In what form
5. sheets of figures , should the information
4. telephones . . V~ be produced.
5. meetings ‘ ' ”

informal discussions
7. by computer ‘

using ones eyes
9. TV
10. Radio
14. magazines ‘
12. notice board

F. DI,TBECTIOI: OF I11‘I‘C1L11A1TIO1. FLO}!

.The d.irection of the information flow matters very much, e3
Superior to sub01dinate or vis vesa orpeople on the same
level.

 

 



G. COST , ' :-

The cost of cnlleccting and Urocessing and communicating
shuuld not be greamtr thazi its worth.
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PUE(XSJ':
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Information should. fulfillits pu1oose tnat is it should
make the use:? do his 30) 0“ mmc1decision. Such
mefikaJOH 1”"t1)

1. Relevant to the situation at hand
11. Complete
iii. Accurate ,.
iv. Clear to the user '1 u; ."
v. Trusted by the information usqr. ,

USER 3
...—......—

Good information must always.reach the person who needs it.

EIOU
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Depending on the direction, a pr1oper way must be found.

VOLMEE

The volume should not exceed the capacity of the to take
it all in. ley the'information requ1rofl must be sent or
given. ‘
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gis the one that is
tine, not t?0_latc to Do

Good i“101mation
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The
0:

type of channel chosen, can make
bad.

ormation good

COST
~-——.‘

Good information 51
benefits

zuuld.bé less 11 cost Compared to the

REIEVANCL?
-«.——-—-—-..

It must_oo1
Far too many

elovant to the purpose it is required for.
ropo1ts 1111 to keqp to the p01nt.

 

 



9. COMPIETENESS

 

A user must have all the information he needs to do his
hob properly. Otherwise he will always do bad job;

‘What is the regult of this, if you told somebody to collect
-K4,000 but instead you wrote K400 loss of K31600

10. ACCURACY

 

It must be always accurate in.order to produce accurate
results. ‘

€11 . GLABITY_

 

_ Information must be olear‘to the user. If the user does
;not understand it properly he cannot use it properly

‘2; CQNFIDEHCE IN THE INFORMATIONWM"

“Qholever recieves the information should be eoniident that1t 18 accurate. The confidence should be built up amongst
the indivuduals.
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The following points may cause full or partial breakdown in
communication and they are known as 'Nfildfl'

1. Excessive volumes of information at collection points
2. Errbrs 0: emissions during communication

3. Misinterpretation and misunderstanding at the reoieving
and therefore noise can take many forms but mbst in brlef
are, excessive volumes, irrelevance, incempleteness and
lack hf clarity.

ROBLEMS OF COMMUNICATION

 

Information should be communicated to the right people, but there
may be a breakdown in the flow that prevents it.
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Information flow may be:.

V i. pommxrms '

 

In this direction is usuallwarom superiors to subordinates
and information is about:

a, Delegation of wor*
b. Information about procedures etc
0. about roles one must play
d. Infozmation about how one is doing his work

 



 

2- Elféfli
Information that goes upwirds usually is for reportingpurposes

5. gggggefimAtgg

 

Information is passed around to people at the same level“Can lead to aflkward situations
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This principle works like this: Only information Do somethindifferent or unusual is produced or reported . As an exampIeif a company has got a maximum and minimum production ranmeO"
athen the only report can be done on what is below the minimum.

Eg: Target Production Figures are between 100 — fl2O

1 ~ 110
2 ~ 405
5—119
4 ~ 120
5~ 75

In the example the only department that needs attention is5 and so it is the one we report on.


