IT Applications 2010
Headstart 2009 Preparation Tasks

1. Glossary

You will be expected to develop a Glossary of key terms throughout IT Applications. The glossary will comprise of black and red terms found in the textbook IT Applications. Definitions and examples should make up your glossary. All terms and their meanings can be found throughout the textbook and in the ‘What you should know’ section at the end of chapter.

a) Complete glossary for Chapter 1, Problem Solving.

2. Complete the following using Chapter 1, Problem Solving.

a) Read pages 3-7.

b) Complete Test your knowledge, Information Systems, all questions p.34 of text.
c) Read pages 7-11.

d) Complete Test your knowledge, Characteristics of data and information, all questions p.34 of text.
e) Read pages 11-18.

f) Complete Test your knowledge Information processing steps  Q. 1, 3-7, 10, 11 p.34 of text.

g) What are the advantages of zipping files?

h) What is the advantage of compressing files during backup?

i) Identify the information-processing step that was not carried out properly in the following situations:

i. A student logged onto a school network to find the introductory lesson in Year 11 history. He found four files named lesson, lesson_1, Lesson1 and lesson_one. He wasted time opening each file until he found the correct one.

ii. An employee keyed in her ID number at the locked door. The door opened but closed before she could enter.

iii. A firm’s procedures manual requires all staff to insert their name in a footer of each document they create. One employee wrote a press release and forgot to insert his name.

iv. It took an employee two minutes to access a file because it was stored in a directory with 1000 other files that were no longer used by the firm.

v. When adding a new record to a club’s membership database, the data entry operator entered the Victorian member’s postcode as 4329. The member complained after not receiving his first two club newsletters.

vi. A student had written 350 words of an essay before a storm caused a power failure and the computer shut down. When she rebooted the computer, the essay was lost and she had to start writing from the beginning. 

j) Read pages 18-20.
k) Complete Test your knowledge Decision-making in organisations all questions p.34 of text.
l) Read the following decision statements. To assist in making each decision, use the table below to identify the type of decision, the information required to make the decision, and the decision timeframe.

	Decision
	Type of decision
	Information required
	Decision timeframe

	(a) To investigate the replacement of the teacher association’s hard-copy journal with an online version
	
	Member survey 

Budget report

Evaluation of online journal report
	3 months 

	(b) To move the hairdressing business premises from Ivanhoe to Templestowe
	Strategic
	
	

	(c) To repair the computer in the finance manager’s office
	
	
	

	(d) To publicise the forthcoming town fair
	
	
	2 months

	(e) To determine if the new line of shoes should continue to be manufactured
	Tactical
	
	

	(f) To determine whether football club membership fees should be increased
	
	Cash receipts and cash

Payments journal

Statement of financial

Performance (profit and loss)

Budget report
	


m) Read pages 20-21.
n) Each of the situations described below leads to an information problem of some kind. For each situation, choose from the following list the most applicable reason for the problem arising and give reasons for your choice.

· Technological advances

· Need for better decisions

· Need for quicker decisions

· Need for new information

· Failure of IT equipment

i. Patrick has been put in charge of creating the monthly duty roster.  For his first effort, he used a list that showed all the people in the club.  Unfortunately, too many people pulled out with other commitments.  What he really needs is a list of people who will be available for the roster each month together with a list of their preferences.

ii. Every year the sports coordinator has to put together the school’s swimming team.  Margaret does this by going through all the results sheets and compiling the first three place getters from each event.  This takes quite a lot of time and she wonders whether a computer could help in producing the information she needs.

iii. A manufacturing company has started making a new line of computer accessories.  It wants to start a marketing campaign to raise public awareness of these products.  The marketing manager suggests that a full-colour leaflet be produced and sent to local organisations. 

o) Read pages 21-31.

p) Complete Test your knowledge Problem-solving methodology, all questions, pp.34-35 of text.
q) Complete Test your knowledge Formats and conventions, all questions pp.34-35 of text.

r) Complete Test your knowledge Project management, all questions p.35 of text.
