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This session will introduce you to what IP&M looks for 
when we examine organizations.

It is based on the ‘point-of-need-to-know’ learning model. You are placed into a situation (investigation a real organization – the one your mother or father works in) and asked for certain answers – i.e. you have a ‘need to know’ about various things, and must search and discover the answers. There is a good chance that you will enjoy the experience, will learn a lot, and will have something that is very real that you own and can use throughout the course.

There are many ideas and concepts that I want you to understand about organizations, how they work, and the uses they make of information. We will base your study on an organization you should know something about, and which you can seek further information on by asking Mum or Dad, or asking further afield.

Where your textbook will help, I have suggested a page reference. However, I advise you to explore more widely as well – e.g. use the Google define: facility to find a much deeper and broader explanation. (Potts p15, 16, 17 & 31, 32, 33)

ADVICE – In this course you will come upon hundreds of technical terms with special meanings. For each one, write it into your notebook followed by its meaning. You will be building up your own IP&M glossary. This will be of wonderful help by the time we reach the end-of-year exams.

1. What organization does your mother or father work in? (e.g. grocery store)




2. What is the primary function of the organization? (e.g. sell food to customers)




3. Is the organization a ‘for-profit’ or a not-for-profit’ one? (e.g. for profit)




4. What Organizational Goals does the organization have? (Potts p12-14)





5. What are some of the objectives the organization has that will be small steps leading it towards some of its goals? (Potts p12)






6. What is its ‘Organizational Structure’? (e.g. draw a pyramid, with the boss at the top, and a number of levels below showing the hierarchy within the organization)










7. Imaging that there are three levels in the organization – the top level, the middle level, and the lower level. Many decisions are made in the organization, 

a. some big, affecting everyone and set far (say 2-3 years about) into the future (Strategic Decisions) – these are usually made by the Boss level. 
Think of a typical strategic decision that might be made by the boss of the organization, and write it here:






b. some are middling – affecting fewer people, and over a time of, say, less that a year (Tactical Decisions) . They are usually made by middle management in an organization. Think of a typical tactical decision that might be made by a middle-manager in the organization, and write it here:







c. some are low level – affecting very few people and are more or less immediate rather than long-term (Operational Decisions). The workers in the organization usually make these, although people at higher levels do make such decisions from time to time. They usually stretch over only a day or two, or maybe a week. Think of a typical operational decision that might be made by someone in the organization, and write it here:





We will come back to the various levels of decision making and the types of information required for this later on. (STOP – strategic, tactical, operational)

8. All organizations generate data and information that needs to be processed and managed within the organization. Think about five very different bits of information that would be created in some way within the organization. Write the specific pieces of information here:

a. –

b. –

c. –

d. –

e. -
Now write after each of these, whether your example would be needed for people making decisions at Strategic, Tactical or Operational levels.

9. Information Systems. 
Information processing and management happens within organizations, and has a life cycle called the Information Processing Cycle (shown below). For each of the steps below, please provide an example from the organization you are studying:

a. Acquisition (the information is initially acquired as data by someone in the organization) . (Potts p23)



b. Input (it is formally put into the organization’s information system) . (Potts p23)



c. Validation (check that the data that has been put into the system is correct or is ‘rubbish’) . (Potts p23)



d. Manipulation (the data is rearranged or turned into various types of information – we often say that its value to the organization has been increased) . (Potts p24)



e. Storage (it is saved and stored until it is needed again) . (Potts p24)



f. Retrieval (bits of it a brought back out of storage to be used some way or other in the organization) . (Potts p24)



g. Output (the information is produced and put out in some form or other e.g. print, on a monitor, on a website, or as sound or as a picture or text etc) . (Potts p24)




h. Communication (the information is somehow transmitted from the information system to somewhere else. (Potts p25)




i. Archive or disposal (long term storage or throw it away, never to be used again) . (Potts p25)






10. What are the various pieces of computer hardware that are used in the Information System in the organization? (List as many as possible giving as much detail as possible – e.g. brand, model, characteristics, capabilities, limitations (Potts p 6)









11. What are the various pieces of computer software that are used in the Information System in the organization? (List as many as possible giving as much detail as possible – e.g. brand, model, characteristics, capabilities, limitations (Potts p 3-4)










12. Efficiency and Effectiveness (Potts p14) VERY IMPORTANT IN IP&M


a. How does the organization information system make the company more efficient? Write three examples:









b. How does the organization’s information system rate in its effectiveness? Write three examples









13. In what ways does the organization’s information system help it to make better decisions? Write one example, explaining it in detail. (Potts p14)







14. Summarise what you have learnt about Information Processing and Management in Organizations as a result of this small study.
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