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The Examination

· Monday 12th November 2001  3pm – 5.15pm

· 2 hours & 15 minutes reading time

· Question and Answer booklet that contains both the questions and space for the responses

· Covers all outcomes in Units 3 & 4


· Worth 50% of your total mark for IP&M

· Will adjust group's marks for overall SAC mark totals

· Examination Material 

· You will be provided with one booklet that contains questions and lined space for answers.

· At the end of each answer booklet, there are 2 sheets of lined paper that can be used for:

· Extended answers

· Notes

· Corrected answers

· You are permitted to bring common use stationery into the exam such as pens, pencils, highlighters, rulers, erasers, etc.

· You are not allowed to bring calculators or dictionaries.

· You are not allowed to use any correction liquid or tape into any exam.

· Examination Content & Structure

· All theoretical aspects of all 5 outcomes are tested in the exam.

· There are a variety of questions and there are choices within questions, however there are not choices between questions.

· Different questions are worth different marks.

· Types of questions include:

· Simple 1-2 line questions (opening questions)

· Tick the box

· Design briefs for a solution with associated questions

· Organisational profiles with associated questions

· Visual images/cartoons/tables with associated questions

· Arranging items in a particular order

· Choice from a range of given options

· Extended case study or media excerpt with associated questions

· The paper begins with shorter questions, with more extended questions towards the end of the exam.

· As there are several types of questions they elicit different types of responses, such as:

· Single word

· Short answer

· Interpretation of a diagram – short paragraph or list

· etc

· The questions are not sequential; hence the paper can be completed in any order.  You should first attempt the questions you feel most confident about to maximize your potential result.

· All 7 criteria are addressed and the weighting of each outcome is reflected to the weighting given to each of the associated criteria.

· Examination Organisation and Preparation

· When revising, study each criterion.

· When writing summaries and/or lists, find examples that are correct, meaningful to you and easily remembered by you.

· Learn question stems and what they mean.

· Before the exam

· Make summaries, lists, study timetable, etc

· Use class exam preparation time wisely and as directed

· Do practice papers in class and at home

· Identify your weaknesses and work on these

· Identify your strengths and reinforce these
· Talk your teacher
· Access the VCAA web site at http://www.vcaa.vic.edu.au and access the following links:
i) VCE > Examinations and school assessment – this contains an array of information about the exams in general

ii) Exams on the Web – this contains 2000 exam paper, suggested solutions and examiner’s report for teachers

· Access and review all notes, links, resources, etc given to you this year and summarise/organise these

· Visit the following site http://www.mckinnonsc.vic.edu.au/, go IPM Lecture Notes in the Jump menu and make notes/printouts.

· During the exam

· Use the reading time well – it is crucial. 

· Identify answers – which questions can you easily answer – do these first

· Deconstruct case studies

· Tune in your brain to the task at hand

· As mentioned there are choices within questions - during your reading time, you should note carefully where there are choices. 

· Use your time effectively – consider the mark allocation per question and criteria and use this to determine the depth and length of your answer and the amount of time that you should spend in completing your response.  Consider how much to write given the response area (i.e., look at the amount of space left for an answer in the booklet).

· Read questions carefully and ensure that you respond to all questions.

· On the front page of the paper in the ‘Directions to students’ section, the total mark value of the paper will be provided. You should use this as a basis for assigning time to individual questions.

· Be careful not to spend too much time on the short answer questions at the beginning of the exam, to allow sufficient time for those that require extended responses toward the end of the paper. 

· Use common sense – it’s an invaluable tool and resource.

· After exam

· Forget about the IP&M exam, rest and continue revising for your next exam or

· Forget about the IP&M exam, rest, party and have a great holiday!!

· Answering Questions

It will be a good idea to use subheadings, diagrams and examples in your answers.  This will make it easy for the assessor to know what you mean and therefore be able to award higher marks. 

· Subheadings make your answer clearer and show off that you know your IT terms.

· Diagrams also make things clearer. Use them!

· Examples drawn from the case study clarify what you are trying to say. Constantly refer to the case study.

· Ensure that your handwriting is legible. You are encouraged to answer questions in pen and to clearly cross out any part of the answer that you may wish to change when you check your work. ‘Crossing out is far preferable to answering in pencil’.

· Write down all obvious points to a question and include sufficient detail so that the assessors do not have to read between the lines in an effort to allocate marks.

· Provide reasons for selecting an option when alternatives are presented.  For example, as the focus of the examination is about designing and implementing an information system, there is usually more than one correct way of achieving the aims and objectives.  What you must do is give reasons for your choices – this will demonstrate your knowledge and understanding of the case study details.  Generally marks are given for the reasons, not on which alternative was chosen.

· Answer the questions in a clear, concise and easy-to-read manner.  This may involve writing answers in dot points.

· Practise writing answers under examination conditions.

· Checking Answers


You are encouraged to… 

· Re-read each question after answering it to ensure that you have interpreted the question fully.

· Check that you have answered all parts to questions with more than one component.

· Check that your answers contain sufficient detail to score full marks

· Question Stems

Pay particular attention to what a question is asking you to do.  For example if the question says ‘list’ then a straightforward list is appropriate.  If, however, you are asked to justify your list, then you must say why you have included each item in the list.  

Question stems are words that open a question and give you an indication of the type of response that is required.  They are the main words used in a particular question and determine the type of response expected.  All or some of the following question stems may be on the IP&M 2001 Exam.

Question Stem
Definition

Describe
· To set forth in written or spoken words – give an account of

Discuss
· Examine by argument

· Examine the considerations for & against

· Debate

Explain
· Make plain or clear

· Assign a meaning to; interpret

Explain & justify
· To make a claim plain or clear & show it to be right, just or warranted

Indicate
· To point out or point to; direct attention to

· To show or make known

· To briefly state or express

Justify
· To show a claim/statement/assertion to be right, just or warranted

List 
· To record a series of terms

Name
· To give a name to – provide the correct noun for a specified item

Provide an example
· Give an example – an instance which serves to illustrate a point/claim/statement made

Recommend & justify
· To present a strategy/technique/type as being worthy/acceptable/useful & show it to be right, just or warranted

Select
· To choose in preference to another or others; pick out

State
· To declare definitely or specifically

The table below shows the various question stems that may be used in the examination, an example of how it could be used and the type of responses expected.

Stem
Type of response

Describe
A response that gives an account of what occurs in a particular situation when a certain term is used.  Usually questions that require a description test key knowledge in a generic sense. 

Describe the purpose of each of the  following in an information system:

a) Date Entry Personnel

b) Printers

c) Backing up procedures

Discuss
A response which provides both sides of an argument or the advantages and disadvantages of a particular solution. 

Discuss the economic implications of introducing the above solution.

Explain
A response which provides a reason why a particular fact or given circumstance is true.

Explain why it is desirable to identify milestones in any project.

Explain and justify
An extended response which requires students to use their own words to illustrate how the key knowledge applies to a particular scenario and to clearly set out the reasons why they have made particular choices (advantages and disadvantages).

Outline an implementation strategy that might be relevant for Acme Pty Ltd.  Explain and justify your strategy.

Identify
A very brief answer in response to a particular scenario.

List two methods that could be used to backup data in an information system.

Justify
A response, which explains why a particular choice is, made (its benefits and losses).

Which of the above solutions would you recommend?  Justify your choice.

List
A very brief answer stating an appropriate term or name or a relevant item of key knowledge.

List two methods that could be used to backup data in an information system.

Provide one example
A brief description/statement to illustrate a situation, sample 

Provide one example of when keypad access to an office block would be an appropriate solution to an organisation’s security problems.

Recommend
A response which suggests what to do in a particular situation.

Recommend and explain two tools, which Acme Pty Ltd could use to manage the above project.

State
A very brief answer in response to a given situation.

State one advantage of the proposal outlined above.

· Weighting

Suggested outcome weighting

Unit
Outcome
% SAC Value
% Exam Value

3
1
20
20


2
20
15


3
10
15

4
1
30
25


2
20
25

Suggested Criteria Weighting

Criteria
Weighting %

1
20

2
20

3
10

4
15

5
10

6
15

7
10

Suggested Criteria/Outcome Weighting

Criteria
Outcome

1
Unit 3, 1

2
Unit 3, 2

3


4
Unit 3, 3

5
Unit 4, 1

6
Unit 4, 2

7


Criteria 1, 2, 3, & 5 = 60%

Criterion 4 = 15%

Criteria 6 & 7 = 15%

The following pages provide a summary of the 7 criteria and the key knowledge and skills which relate to each of these.  Furthermore, additional points to consider are given in brief.

.

Criteria & Key Knowledge & Skills

Criteria
Key Knowledge & Skills


Unit 3
Unit 4

1. Knowledge of information systems and their use within organisations
· Organisational goals & structures
· Types & purposes of Information systems in organisations


· Types, purposes & applications of Information systems



· Types of IS objectives



· Components of Information systems and their relationships


2 Knowledge of strategies & techniques for developing & evaluating solutions to information problems experienced in organisations
· Major steps associated with information processing
· Nature of information used in organisations and reasons for its use


· Techniques & procedures to produce information
· Techniques and procedures for processing & managing information


· Methods of organising & validating data
· Types of documentation


· Techniques for representing designs
· Criteria for evaluating the efficiency & effectiveness of processing techniques


· Formats & conventions to suit different audience needs
· Problem-solving methodology to develop solutions that meet information needs


· Factors affecting the suitability of information


3 Understanding the relationship b/w technical components of Information System and the capacity to produce and access electronic products
· Capabilities & characteristics of s/w & h/w components



· Components of Information systems & their relationships



· Types, functions & characteristics of components



· Factors affecting efficiency & effectiveness of Information systems


4 Understanding of data integrity and information security protection strategies applied within organisations
· Obligations of organisations & industries to monitor and control flow and access of information
· Factors affecting the value of information in organisations


· Procedures used to enhance security of information produced & communicated



· Equipment used to enhance the security of information produced and communicated



· Strengths/limitations of procedures & equipment to protect information security


Criteria & Key Knowledge & Skills

Criteria
Key Knowledge & Skills


Unit 3
Unit 4

5 Understanding of project management

· Strategies for planning and organising people, equipment, procedures & time to produce information to meet users’ needs



· Strategies for planning and organising people, equipment, procedures & time to implement changes

6 Understanding of strategies and processes associated with information systems development

· Factors prompting change within organisations



· Techniques to gather data on the strengths and weaknesses of existing systems



· Techniques for documenting analysis of information



· Factors affecting suitability of alternative design solutions



· Human, technical & procedural requirements when implementing changes



· Criteria for evaluating success of changes



· Methods of evaluating success of changes

7 Understanding of relationships b/w changes to information systems and their effects on the organisation and individuals

· Information issues associated with changing an IS 



· Social effects



· Economic effects



· OH&S effects



· Criteria for measuring significance of effects



· Information issues associated with changing IS

Criteria & Points to Consider

Criteria
Key Knowledge & Skills


Unit 3
Points to consider

1. Knowledge of information systems and their use within organisations
· Organisational goals & structures
· What is a goal?  Know how to define a goal and how to write one

· How does an organisational goal differ to or from a system goal?
· What is an organisation?

· Types of organisations – how does this affect their goals - consider ‘profit’ & ‘not for profit’

· Organisational structures – strategic, tactical, operational

· What is information?


· Types, purposes & applications of Information systems
· What is an IS?  Know how to define an IS, the different types, their purpose, their use

· Egs of types of Information systems are TPS, MIS, Expert Systems


· Types of IS objectives
· Accuracy

· Timeliness – information is current

· Quality

· Time – being able to perform tasks in less time

· Cost

· Effort 

· Efficiency or Effectiveness.


· Components of Information systems and their relationships
· What are the components of an IS? – people, information, procedures & equipment (hardware & software)

· What are “relationships?” – components are interdependent.

· What is a procedure?  Like a recipe – method/list of how to achieve a desired result/outcome.

Criteria & Points to Consider

Criteria
Key Knowledge & Skills


Unit 3
Points to consider

2 Knowledge of strategies & techniques for developing & evaluating solutions
· Major steps associated with information processing
· Identify and define the phases of information processing (AIVMSROCD).
· Know different terms that describe the same phase, e.g., Processing = Manipulation.


· Techniques & procedures to produce information
· Know the difference between a technique & a procedure.  E.g. – technique – create web templates –effective; procedure – check catalogue before going to library shelves – efficient.

· This information is covered in the outcomes – you need to know the basics of the software that you have used this year – how it functions


· Methods of organising & validating data
· Quality refers to accuracy, reasonableness, reliability, relevance, flexibility of access, timeliness.

· Database structures are a method of organising data.

· Validation – manual and electronic – know the different types and how they work – why are they useful?


· Techniques for representing designs
· Process techniques – flowcharts, IPO chart, DFDs, - these show the steps needed to produce information.

· Design techniques – storyboards, design layout pages – these show how the output/information is meant to look like when the IPC steps are complete.


· Formats & conventions to suit different audience needs
· Formats – a set of styles & options that are available to you for use

· Conventions – a set of rules that need to be followed

· Know why these are important when producing information


· Factors affecting the suitability of information
· Suitable information is effective information.

· Factors are:  accuracy, completeness, relevance, reliability of sources, bias, timeliness, format of presentation.

Criteria & Points to Consider

Criteria
Key Knowledge & Skills


Unit 3
Points to Consider

3 Understanding the relationship b/w technical components of IS and capacity to produce and access electronic products
· Capabilities & characteristics of s/w & h/w components
· Characteristics – technical specifications such as

· Modem speed

· Hyperlinks that work – they are meant to be universal

· RAM

· Video capabilities

· Colours not the same on all systems

· Frames don’t work on all systems

· Connectivity issues

· Capabilities – strengths and limitations


· Components of IS & their relationships
· What do they do?

· Consider the following questions:

· What happens when a touch screen is used instead of a mouse?  Why is it used?

· What differences/changes are needed if the system is for a visually impaired person?


· Types, functions & characteristics of components



· Factors affecting efficiency & effectiveness of IS


4 Understanding of data integrity and information Security protection strategies applied within organisations
· Obligations of organisations & industries to monitor and control flow and access of information
· See Unit 3, Outcome 1 – Security


· Procedures used to enhance security of information Produced & communicated
· Accidental or deliberate?


· Equipment used to enhance the security of information Produced and communicated



· Strengths/limitations of procedures & equipment to protect information Security


Criteria & Points to Consider

Criteria
Key Knowledge & Skills


Points to Consider
Unit 4

1. Knowledge of IS and their use within organisations
· Management IS

· Control IS

· Stock control

· CENSUS is an IS
· Types & purposes of IS in organisations

2 Knowledge of strategies & techniques for developing & evaluating solutions
· Quantitative & qualitative; Formal & informal

E.g.  What types of information are each of the following:

a) People are asked to fill in a survey on whether they agree or disagree with the GST.

b) A political party rings 100 people and asks them what they think of the GST.

· Text, audio, visual – what message are you trying to communicate (or not)?
· Nature of information used in organisations and reasons for its use


· Efficiency – time, cost, effort 

· Effectiveness – accuracy, quality, presentation

E.g.  Kerry’s clothes store has been having problems with their old invoicing system.  Often, customers have to wait a few minutes for the invoice to be produced and the print on the invoice is often faded.  Also, staff has to log in 3 key codes, take the printer plug out of another PC and put it into the invoicing PC, & load invoice paper each time an invoice is produced.  What efficiency information issues does Kerry have?
· Techniques and procedures for processing & managing information

Criteria & Points to Consider

Criteria
Key Knowledge & Skills


Points to Consider
Unit 4

2 Knowledge of strategies & techniques for developing & evaluating solutions
· Who for, what for and & what level?

· Technical reference, software manual, procedures manual, quick start guide, online help, user guide, Web help, help desk, instruction card next to ATM, etc.

E.g.  The manager of a new gas payment system needs to distribute the following documentation:

Online Help; User Guide; Procedures Manual; Technical Manual; Training Plan & a 5 line step by step sticker.  Which user documentation, would you ensure was available to:

a) The person who answers the phone for a customer enquiry?

b) The computer technician?

c) Customers?

d) Gas Office Manager?
· Types of documentation


· Has it saved time, cost &/or effort?

· Is it more accurate, better quality, reliable & better presented?

· Does it meet the defined goals?
· Criteria for evaluating the efficiency & effectiveness of processing techniques

Criteria & Points to Consider

Criteria
Key Knowledge & Skills


Points to Consider
Unit 4

2 Knowledge of strategies & techniques for developing & evaluating solutions
· Analyse; Design; Develop; Test/Refine; Run; Evaluate

· Analysis; Design; Development; Testing; Implementation; Evaluation

· SDLC – analysis, design, produce, evaluate, develop

E.g.  In the life cycle of a developing system the following phases occur:  implementation, analysis, design, evaluation, testing & development.

a) Put these phases in the order that they should occur.

b) In which phase would user documentation be produced?

c) In which phase would faults be found and corrected?

· Know each of the steps – note that different texts/resources may differ in their use of terms and method – however as seen above, overall the steps are similar
· Problem-solving methodology to develop solutions that meet information needs





3 Understanding the relationship b/w technical components of IS and capacity to produce and access electronic products
· Timely; Accurate; Complete; Relevant
· Factors affecting the value of information in organisations

4 Understanding of data integrity and information security protection strategies applied within organisations
· 
· 

5 Understanding of project management
· Top down – most costly yet most advantageous

· Bottom up – using what the org. already has – good to attain short-term goals

· Unplanned strategy – not recommended
· Strategies for planning and organising people, equipment, procedures & time to produce information to meet users’ needs


· Gantt charts

· PERT diagrams
· Strategies for planning and organising people, equipment, procedures & time to implement changes

Criteria & Points to Consider

Criteria
Key Knowledge & Skills


Points to Consider
Unit 4

6 Understanding of strategies and processes associated with IS development
· Internal

· External

· Economic

· Social
· Technological

· Legal

· Governmental
· Factors prompting change within organisations


· Observation

· Research
· Interviewing

· Planning
· Techniques to gather data on the strengths and weaknesses of existing systems


· DFDs

· Decision trees
· Data dictionary

· Org. charts
· Techniques for documenting the analysis of information


· Cost

· Speed

· Ease of use

· Training 

· Efficiency

· Effectiveness

· Security

· Robustness

· H/W & S/W capabilities
· On going costs or long term savings

· Shelf life

· OH&S

· People’s attitudes

· Effects on rest of org.

· Level of support available/needed

· Experience in the industry
· Factors affecting suitability of alternative design solutions


· Human – experience, training, job loss, job enrichment, career opportunities, insecurity, OH&S

· Technical – compatibility, speed, quality

· Procedural – who will do what & when?
· Human, technical & procedural requirements when implementing changes


· What were the goals & were they met?

· How do we discover this? – Measurement techniques & strategies

· When do we discover this?

· Who is involved in the assessment?
· Criteria for evaluating success of changes


· Observation

· Interviews
· Surveys

· Strengths & weaknesses
· Methods of evaluating success of changes

Criteria & Points to Consider

Criteria
Key Knowledge & Skills


Points to Consider
Unit 4

7 Understanding of relationship b/w changes to an Information systems and their effects on the organisation and individuals

· Information issues associated with changing an IS 


· Dissatisfaction/

Satisfaction – increase/decrease?

· Employee & customer attitudes

· Job loss & creation

· Career enhancement

· Legal information issues
· Union or workplace agreements

· Difference b/w legal & ethical information issues

· Privacy

· Creation of more time to perform other tasks
· Social effects


· Equipment costs & S/W costs

· Changes to physical environment

· Staff wages – increase/decrease?
· Less or more waste 

· Materials – paper, toner, etc

· Increased or decreased opportunity for crime
· Economic effects


· Radiation

· RSI

· Ergonomics

· Decrease in safety measures
· Movement/carrying of equipment/furniture
· OH&S effects


· Good vs. bad

· How does the IS match goals?
· Prioritising

· Information issues will arise from scenarios given
· Criteria for measuring significance of effects



· Information issues associated with changing IS

Textual References for each criteria

Criteria 2 Knowledge of strategies & techniques for developing & evaluating solutions

Chapter 3  Processing information 

Key Knowledge:
i) Characteristics of information including nature, structure and form.  O1

ii) The major steps associated with information processing.  O1, O2

iii) Methods for organising and validating data to enhance its quality  O1, O2

iv) Formats and conventions to suit different audience needs.  O1, O2

v) Factors affecting the suitability of information produced.  O1

Topic
Learning Activity
Additional Resources

Changing data into information
CD 3.1 Interviews



A3.2 Data & Information


Qualities of good data & information
A3.5 Quality of data sources


Information-Processing steps
A3.6 Data Acquisition Methods 
(a) Steps in information processing 

      pp.29-40 IP&M


CD3.2 Data Validation Techniques



CD 3.3 Organising Directories


Applying the Info.- Processing steps
Exercise 2 Information Processing steps 

p.5 Study Pack Unit 3


Managing personal files



Presenting information
CD3.4 Formats & Conventions
(a) 2.3 Formats and Conventions pp.62-63 IP&M


A3.14 Evaluating Output



A3.16 Information Products – select two only, one is to be Web-based
(a) 3.7 Suitability of information 

     pp.124-129 IP&M

Criteria 2 Knowledge of strategies & techniques for developing & evaluating solutions

Chapter 4  Approaches to Problem-Solving

Key Knowledge:

i) Techniques for representing the design of solutions.  O1

ii) Problem-solving methodology.  O1, O2

Topic
Learning Activity
Additional Resources

IT problems
A4.1 Identifying Problems



A4.2 Formulating Problems


Solving information problems
CD4.1 Formulating Problems



A4.4 Analysing Problems



A4.7 Validating data (class/small group discussion)



A4.8 Top-down Design



*W/S – Flowcharts & Structure Charts
(a) 2.2 Techniques for representing the design of solutions pp.56-61 IP&M


*W/S – Validation Activities
(a) 5.3 Techniques for representing the design of solutions pp.33-38 Study Pack Unit 3



(a) The Anatomy of a Web Page; Designing a Web Site and Storyboards IP&M Session Outcome 2 VITTA PD Feb.2000


A4.11 Formal Testing (spreadsheet example)



A4.12 User Documentation (class)


Overview of Problem-solving Methodology (ACA)
A2.10.2 pp.93-94 IP&M
(a) 2.11 Application of problem-solving methodology – spreadsheet example 

      pp.98-100 IP&M

(b) 3.1 Problem-solving methodology for producing a network publication 

      pp.108-110 IP&M

Criteria 3 Understanding the relationship b/w technical components of IS and capacity to produce and access electronic products

Chapter 5  Information Systems

Key Knowledge:

i) Capabilities and characteristics of hardware and software used to execute a range of functions.  O1

ii) Capabilities and characteristics of hardware and software components.  O2

iii) The components of information systems.  O2

iv) Factors affecting the efficiency and effectiveness of information systems.  O2

v) Relationship between the hardware and software components of information systems.  O2

Topic
Learning Activity
Additional Resources

What is a system?
*W/S – Bob’s Dial a Pizza


What is an information system?

(a) 4.1 Types, purposes and applications of information systems pp.143-144 IP&M

(b) 4.2 Types of information system objectives pp.145-147 IP&M

Information system aims



How IS support organisations



IS Minicases




A5.2 Efficiency & Effectiveness (class)
(a) 3.9 Efficiency & Effectiveness of systems pp.133-137 IP&M


Exercise 13 p.27 Study Pack Unit 3 Efficiency & Effectiveness


IS components
A5.3 Secondary storage devices



A5.4 System Unit Components



Learning Activity 1 p.118 IT System Unit Components and Computer Advertisements



CD 5.2 & A5.6 Operating Systems
(a) Panel 3.3 Basic operating systems functions p.72 IT Outcomes

(b) Popular Operating Systems 

      pp.280-284 VCE IT


A5.11 IS Advertisements


Types of IS
A5.12 Tracking the library steps (TCA to give talk about library processing procedures)



A5.14 Travel decisions


Chapter 5  Information Systems

Topic
Learning Activity
Additional Resources


A5.15 Types of IS (class)
(a) Types of IS in organisations 

      pp.299-303 VCE IT


A5.17 Uses of IS (class)



*W/S – The One Card System


Trends in IS



Information technologies
A5.19 Input devices
(a) Fig 5-31 Summary of Input Devices 

      p.132 VCE IT

(b) 2.5 Capabilities and characteristics of hardware and software – input 

      pp.66-70 IP&M


A 2.3 Input devices:  each pupil to select an input device discussed in the text and research it.  Brief word-processed report to be distributed throughout class so that all 12 input devices are covered.  p.24 IT



A5.21 Barcode investigation



A5.23 Application software tools research:  girls to investigate Web authoring and Accounting
(a) 2.6 Capabilities and characteristics of hardware and software – processing 

      pp.71-81 IP&M

(b) Spreadsheet software pp.90-95 VCE IT

(c) Summary of software features, uses & users p.105 IT


A5.24 Storage devices
(a) 2.7 Capabilities and characteristics of hardware and software – storage 

      pp.82-84 IP&M

(b) Comparison of the features of mass storage devices p.41 IT


A5.26 Output devices
(a) 2.8 Capabilities and characteristics of hardware and software – output 

      pp.85-87 IP&M

(b) Summary of Output Devices p.212 VCE IT

(c) Panel 5.19 Printer comparisons 

      p.148 IT Outcomes

Chapter 5  Information Systems

Topic
Learning Activity
Additional Resources

Information Technologies 
Outcome Task 1 Output devices p.48 IT



A5.27 The future of HDTV (in pairs)



A5.28 Networks
(a) 2.9 Capabilities and characteristics of hardware and software – communication pp.87-90 IP&M 

(b) 3.6 Capabilities and characteristics of hardware and software for networks 

      pp.118-122 IP&M

(c) Communications Networks 

      pp.234-245 VCE IT

(d) Communication Technology pp.110-111 IT


A5.29 Online information services
(a) The Internet pp.203-215 IT Outcomes

Criteria 4 Understanding of data integrity and information security protection strategies applied within organisations

Chapter 6  Managing Information

Key Knowledge:

i) Factors affecting the efficiency and effectiveness of information systems.  O2

ii) Factors affecting the value of information in organisations.  O3

iii) Obligations of organisations and individuals to monitor and control the flow of information.  O3

iv) Procedures used to develop the security of information.  O3

v) Strengths and limitations of procedures and equipment.  O3

Topic
Learning Activity
Additional Resources

Maintaining data integrity




CD6.1 Secondary Sources


Managing data




A6.3 Naming & Locating Files



Learning Activity 8 p.137 IT.  Viruses - Students to choose one virus only to investigate.  Research is to be presented in a word-processed report so that it can be distributed throughout class for reference.  (re A6.4 Deliberate Actions)



CD6.3 Security Measures
(a) 4.5 Obligations of organisations and individuals

(b) 4.6 Procedures for enhancing security

(c) 4.7 Equipment and methods used to enhance security

(d) 4.8 Evaluating security procedures and equipment pp.158-173 IP&M

(e) Negative Impacts of IS pp.346-364 VCE IT

(f) 12.2 Security Issues pp.361-370 IT Outcomes

(g) ‘Security’ Jerrard & Stuk Lawyers handout from VITTA Conference 1999

(h) ‘Security of Electronic Transactions’ Andrew Fish, INFONET – VITTA No.1 Feb.2000

(i) Links to Security Issues handout ACA


A6.5 Security Measures (class)



*W/S – Web Quest – IT Security - Encryption



A6.7 Backup Procedures (class)


Chapter 6  Managing Information

Topic
Learning Activity
Additional Resources

Ethics and Information




CD6.4 Ethics & Information
(a) 2.11 Ethics & intellectual property rights pp.59-62 IT Outcomes


A 4.5.2 Legislation p.161 IP&M



Case Study One &/or A10.8 Ethics & Encryption p.159 IT 



A6.10 Disclosure of Information (class)



A6.11 Disclosure Dilemmas (class)


Criteria 1 Knowledge of information systems and their use within organisations

Chapter 2  Information: its use

Key Knowledge:

i) Organisational goals and structures.  O1

ii) Uses made by individuals and organisations of information.  O1, O3

Topic
Learning Activity
Additional Resources 

What is an organisation?



Types of organisations

(a) 1.1 Organisations:  types & functions pp.7-8 IP&M

Features of organisations

(a) 1.3 Characteristics of organisations pp.12-14 IP&M

How organisations work




A2.1 Mission Statements (class)



CD2.2 & A2.3 Organisation Structures & Levels 
(a) 1.3 Organisational Structures pp.15-18 IP&M

(b) 1.4 Information:  its use in organisations pp.20-21 IP&M


*H/O – Management Levels (read only)
(a) 10.2 Organisations:  departments, tasks, management levels & types of information pp.294-306 IT Outcomes


CD 2.3 & A2.5 Problems & Decisions


Why information is valuable



Information needs of different users



Information flow




*H/O – Types of Communication Flow



*H/O & W/S – Communication Methods


Criteria 2 Knowledge of strategies & techniques for developing & evaluating solutions

1. Chapter 5  Solutions for current and future information needs

(Meyenn, A., et.al., Information Processing and Management, John Wiley & Sons Aust. Ltd. (Jacaranda), Qld., Aust., 2000)

Key Knowledge:

i) The nature of information used organisations and reasons for its use.  O1

ii) A problem-solving methodology to develop solutions that meet information needs.  O1

iii) Formats and conventions applied to information to enhance its effectiveness.  O1

iv) Techniques for efficiently processing data.  O1

v) Criteria for evaluating the efficiency and effectiveness of processing techniques and equipment.  O1

Topic
Learning Activity
Additional Resources

5.1 The nature of information used in organisations
A5.1.2 Qus. 1 & 2, Formal and informal information


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



5.3 Formats and conventions
A5.3.1 Communication products (select one organisation only)
See Ch.3 Processing Information IT@Work and associated activities & resources

5.4 Procedures for managing information



5.5 Techniques for efficiently processing and managing information to meet current and future needs
A5.5.1 Efficiency of short-cut keys.

A5.5.5 Efficiency of back-up methods


5.7 Evaluating efficiency
A5.7.1 Qu.3 Efficiency and effectiveness of web site


Criteria 5 Understanding of Project Management

Chapter 4  Approaches to Problem-Solving

Key Knowledge:

i) A problem-solving methodology to develop solutions that meet information needs.  O1

ii) Strategies for planning and organising people, equipment, procedures and time to produce information to meet users’ needs.  O1

Topic
Learning Activity
Additional Resources

What is a project?



Project manager



Project management and information problems
i) A4.13 Defining Projects – in pairs
(a) Handout – Project Management Basics, Session 1420, Ms. Slavica Boskovski, VITTA Conference 1999

(b) Ch.8 Planning for success – managing project tasks, pp.128-136 Introducing IT
(c) 5.8 Strategies for managing projects, pp.211-214, IP&M
(d) Handout – Developing Web sites requires Project Management



i) A4.14 & A4.15 Task Analysis & Allocating Time – in pairs

ii) Case Study One, Planning a Project, pp.128-9, Introducing IT



i) A4.16 Documenting a Plan – in pairs



i) CD4.4 Documenting a Plan (Gantt chart)

ii) A8.2 Gantt chart, p.130, Introducing IT
iii) A8.3 PERT diagram, p.131, Introducing IT



i) *W/S – School Uniform


Criteria 6 Understanding of strategies & processes associated with  Information Systems development

Chapter 7  Changing an Information System

Key Knowledge:

i) A problem-solving methodology to develop solutions that meet information needs.  O1

ii) Procedures for effectively managing information.  O1

iii) Types of documentation used to support the ongoing use of solutions.  O1

iv) Criteria for evaluating the efficiency and effectiveness of processing techniques and equipment.  O1

v) Factors prompting change within organisations.  O2

vi) Techniques to gather data on the strengths and weaknesses of existing systems.  O2

vii) Techniques such as DFDs and charts to document the analysis of an information system’s functioning.  O2

viii) Factors affecting the feasibility of alternative design solutions to proposed information systems.  O2

ix) Human, technical and procedural requirements to be considered when implementing changes to information systems.  O2

x) Criteria for evaluating the success of the changes to information systems.  O2

xi) Methods for evaluation the success of changes to information systems.  O2

xii) Strategies for planning and organising people, equipment, procedures and time to implement changes.  O2

Topic
Learning Activity
Additional Resources



(a) 4.1 Types, purposes and applications of information systems pp.143-144 IP&M (from Unit 3)

(b) 4.2 Types of information system objectives pp.145-147 IP&M (from Unit 3)

(c) 6.1 Types of information used in organisations, pp.217-220, IP&M
(d) Types of IS in organisations, pp.299-303 VCE IT(from Unit 3)

Factors influencing change
i) A7.1 Factors influencing change – class discussion
(a) 6.2 Change in organisations, pp.221-25, IP&M

Managing the Change
i) A7.3 Preparing a timeline


SDLC stages
i) A7.4 Data Acquisition Methods & A7.5 Determining the System’s Context – in pairs 
(a) 6.3 Gathering data on existing systems, pp.226-229, IP&M

(b) 6.4 Techniques to document analysis, pp.230-235, IP&M
(c) 10.4 The six phases of systems analysis and design, pp.307-323, IT Outcomes

Chapter 7  Changing an Information System

Topic
Learning Activity
Additional Resources

SDLC stages
i) A7.6 Detecting DFD Deficiencies (class)



i) A7.7 DFD



i) A7.8 Detecting Decision Table Deficiencies (class)



i) A6.4.1 Tools for analysing a system, Qus. 4 & 5, p.235, IP&M
(a) 6.5 Factors affecting feasibility and design, pp.236-237, IP&M


i) A6.5.1 System design, p.237, IP&M



i) CD7.3 Off-the-shelf Software



i) A7.11 Acquiring Equipment
(a) 6.6 Changes during implementation, pp.238-244, IP&M


i) A7.12 Testing the new system



i) W/S – User Documentation Activity

ii) A7.13 User Documentation (class)

iii) A8.6 & A8.8 User Documentation, 

pp.133 – 134, Introducing IT
(a) 5.6 Documentation, pp.204-207, IP&M


i) *W/S – User Documentation for HTML/Web S/W



i) A7.14 Determining a Training Program



i) CD7.4 System Changeover



i) A7.15 Changeover Method. (class)



i) A7.16 Technical Conversion



i) CD7.5 SDLC stages



i) A6.6.1 Changes during implementation, p.244, IP&M



i) A6.7.1 Evaluating the success of a new or improved system, p.246, IP&M
(a) 6.7 Criteria and methods for evaluating the success, pp.245-246, IP&M


i) *W/S – SDLC



i) *W/S – Managing Change – Oakville Community or W/S - Cherryview Secondary College


Criteria 7 Understanding of relationship between changes to Information Systems and their effects on the organisation and individuals

Chapter 8 – Issues and effects

Key Knowledge:

i) Procedures for effectively managing information.  O1

ii) Types and purposes of information systems in organisations.  O2

iii) Issues associated with changing information systems in organisations.  O2

iv) Social effects of using information systems on organisations and individuals.  O2

v) Economic effects of using information systems on organisations and individuals.  O2

vi) Health and safety effects of using information systems on organisations and individuals.  O2

vii) Criteria for  measuring the significance of the effects.  O2

Topic
Learning Activity
Additional Resources

History of Change



Patterns of Change
i) CD8.1 Effects of Changing IS

ii) A6.9.2 Social effects, p.254 IP&M
(a) 6.9 Social and economic effects of using information systems, pp.250-256, IP&M
(b) Handout – Health, economic & social issues raised by changes to information systems, VITTA IT 2000 Curriculum Support Kit CD


i) A8.2 Economic Effects
See Ch.6 Managing Information IT@Work and associated activities & resources


i) A8.3 Cyberspace Bullying.



i) CD8.2 Issues & Effects



i) *W/S – Winners Club Card



i) A8.6 Viruses



i) A8.7 Health & Safety Test – small groups (class)



i) *W/S – OH & S



i) A8.9 Ethical Decision-making



i) CD8.3 Ethics & Technology




(a) 6.10 Criteria for measuring the significance of effects, pp.257-260, IP&M


i) A8.10 Data Mining – do over a weekend



i) CD8.4 Software Piracy



i) A8.12 Copyright Protection


Predictions
i) A8.13 Track record


Criteria 7 Understanding of relationship between changes to Information Systems and their effects on the organisation and individuals

Chapter 1 – Information Technology in Society

Key Knowledge:

i) Social effects of using information systems on organisations and individuals.  O2

ii) Economic effects of using information systems on organisations and individuals.  O2

iii) Techniques to gather data on the strengths and weaknesses of existing systems.  O2

iv) Criteria for  measuring the significance of the effects.  O2

v) The nature of information used organisations and reasons for its use.  O1

Topic
Learning Activity
Additional Resources

Characteristics of a Societal Revolution
i) A1.1 & CD1.1 IT at School - pairs



i) CD1.3 E-Commerce



i) W/S – Online Share Trading


Information Technology Applications
i) A1.9 Future Homes 



i) A1.10 Chat with @ttitude


More info for you

Information Processing

IPC - know the steps, related equipment & processes

· Acquisition of data from the outside world such as timecards, surveys

· Input of data into IS via keyboard, mouse, barcode scanner, sense reader 

· Validation of data – existence, reasonableness, range checks, spelling

· Processing/manipulation – when data becomes information

· Storage – hard disk, floppy disk, magnetic tape

· Retrieval – factors to be considered are speed, capacity, reliability

· Output from a printer, plotter, speakers, video

· Communication via LAN, Internet, hard copy, 

· Disposal/archival – when the information or data is no longer needed

KNOW THE DIFFERENCE BETWEEN DATA ACQUISION AND DATA INPUT
KNOW THE DIFFERENCE BETWEEN DATA AND INFORMATION
Techniques and procedures to produce information effectively and efficiently to increase the speed of processing and reducing errors

· Macros, batch files, scripts

· Templates 

· Cut, copy & paste

· Wizards, AutoComplete

· Reuse of documents, subprograms, modules, classes

· Format painter

· Heading styles/table of contents

· Cascading style sheets in Web pages

· Automatic scheduled backups

· Shortcut keys

· Use of drag and drop between applications

KNOW HOW INFORMATION PRODUCTION CAN BE DONE QUICKER AND BETTER –

How do each of the above enhance the efficiency or effectiveness with which data is transformed into information

KNOW THE DIFFERENCE BETWEEN EFFICIENCY & EFFECTIVENESS
Formats & Conventions – the choice needs to suit goals and audience

· Heading hierarchies, numbering schemes, page numbering

· Logos, letterheads

· Date/currency formats

· Letter styles

· Font sizes and styles

· White space and use of margins

· Colour sections for screen viewing and printing

· Headers and footers

· Link formatting and navigation tools on Web pages

· Order of content – basic to complex

· Spelling, punctuation, grammar

· Vocabulary, slang, jargon, Netiquette

Factors affecting the suitability of information

· Its meaning – does it make sense to the audience?

· Appropriateness of genre

· Timeliness

· Relevance

· Accuracy

· Clarity of message – use of language, jargon, heading styles and hierarchies

· Level of detail and level of complexity

· How it is presented – textbook, poster, slideshow, Web page, interactive format, email

· Attractiveness of layout

Hardware and software capabilities

· Know the strengths and weaknesses of different tools and the appropriateness of their use

· Exploit the features that exist

· Use the right tool for the right job

· Consider

· Modem speed

· Printer speed and resolution

· Import/export/conversion abilities of software tools

· Fault tolerance and recovery

· Screen colours and screen resolution

· Hard disk capacity and speed

· Software tools’ speeds and capacity – consider their features

Problem solving methodology

1. Formulate the problem – include a problem statement, scope and GOAL to be achieved

2. Analyse the problem – consider input, output, constraints, top-down or bottom-up approach

3. Seek alternatives – brainstorm, seek expert advice, what has been tried before?

4. Design the solution – consider hardware, software, processes, use of design tools to show processing and output, testing, documentation, training, evaluation

5. Implement the solution – which approach – direct, pilot, parallel, phased or a combination of some of these?  Conduct testing and training

6. Document the solution – record all that is done

Organisations and Information

Data Integrity

· Integrity of data – complete, unimpaired, sound data

· Bad data = bad information which leads to bad decision making in spending, planning, etc

· Data costs a lot of time and money to collect and process

· Inaccurate data can be embarrassing which can affect organisations' or individuals' credibility and reliability

Good data are

· Complete – missing data causes poor decision making such as buying PC system without data on the different brands

· Accurate – data is reliable, error-free, reported correctly and unbiased

· Up to date – current data is relevant; old data is unreliable

· Consistent – terms are used consistently throughout and language is unambiguous

· Valid – unbiased, representative, verifiable

· Appropriate – meaningful and relevant, formatted to suit the user’s and audience’s needs – consider different sorting of data, appropriate layout

To ward off evil data use Data Validation - data validation methods are electronic – database field rules, spell checking, conditional formatting and manual – proofreading, random checking with source material, use of calculator

When applying data validation methods look for:

· Existence of data – no empty spaces where there should be data

· Range checks – correct date, e.g., December 32

· Reasonableness – e.g., gender = M in an all girls’ school database

· Data type check – numeric name??

· Text check – spelling, grammar, coherency, punctuation

To prevent negligent data loss

· Train staff to avoid errors that could damage or lose data

· Restrict access to data – provide on a ‘need to know’ basis

To prevent accidental data loss

· Protect premises against fire, flood, other

· Use reliable hardware to  minimise risk of failure – cutting costs may lead to greater financial burden later

To prevent deliberate data loss

· Use passwords, firewalls, encryption to deter hacker, spies

· Don’t allow disgruntled (unhappy) employees near data

· Keep virus and Trojan scanners current

· Physical measures such as lock and key, chains, security passes and access codes, biometric identification, video camera surveillance, etc

· Keep staff morale high as dissatisfied employees can be dangerous to data (copy and sell it; destroy it); are inefficient and less productive

· Choose equipment and create procedures that are easy to use 

To be able to recover from data loss

· Set up, test, evaluate and rigidly follow a backup scheme

· Store backups/copies of data off-site

· Conduct test restore of backups so that you know that they are valid

· Use quality/reliable backup media

Backups

Types include full and incremental

Media includes QIC (Quarter inch cassette), CD-R, DVD-R, Zip disk, SuperDisk, hard disk, floppy disk, CDs, RAID, disk mirroring

Managing Change

Project Management

A project is a problem-solving exercise with

· A goal in mind

· More than one person involved

· A fixed time frame

· Finite resources

Project Management steps

Define the project

i) State the project’s goal

ii) List the people needed to complete the project – project team

iii) Set deadlines, schedules

iv) List the resources needed to complete the project

v) Do preliminary investigation – 

· define the reasons for change; 

· define the problem – does it really exist?; 

· is the problem worth fixing? 

· what should the change achieve?

· define scope – how big is the change? what will it cost?

Design the project

i) Define a broad plan

· Set standards such as file naming, documentation types and format, testing to be conducted, meetings to be held with relevant agenda

i) Task analysis – what needs to be done and by whom

ii) Rough timeline and resource allocation  - use Gantt, PERT

Gantt charts are bar graphs that help plan and monitor project development or resource allocation on a horizontal timescale and help with Critical Path Management.

Components of Gantt charts:

· Clearly show tasks that can be done and which can be worked on simultaneously – bars that overlap indicate concurrent tasks

· Link lines show task dependencies – where a task cannot begin before another one ends 

· Slack time

· Slack time – amount of time a task can be delayed or lengthened before it affects another task’s dates or project finish dates

· Free slack time – amount of time a task can slip before it delays another task

· Total slack time – amount of time a task can be delayed or lengthened before it delays the project finish date

Milestones

· Major event in the project that is used to monitor the project’s progress

· Milestones have zero time length

Critical path

· Series of tasks that must be completed on schedule for a project to finish on time – all tasks on critical path are critical tasks

· It is the longest time possible to complete the project

PERT diagrams - Program, Evaluation & Review Technique 

· PERT analysis evaluates a probable outcome based on three scenarios  - best case, expected case, worst case

· Each duration time is given a percentage probability

KNOW HOW TO READ AND INTERPRET GANTT AND PERT CHARTS (SEE 2000 EXAM)

Executing the project

· Progress is to be monitored throughout – meetings and reports will indicate if project is on time and so adjust Gantt chart to convert predicted scheduling into actual scheduling

· Use SDLC steps

SDLC Step 1 – Analyse the system

· What data needs to be acquired?

· What output is needed?

· What constraints must be put onto the solution?  Consider time, cost, speed, time available, equipment capacity, staff skill levels, laws & regulations

· Top-down or bottom-approach (know the difference and when they should be applied)

· Document and review all steps

SDLC Step 2 –System Design

· Seek alternative solutions

· Do physical design

· Choose equipment – what factors need to be considered?

· Design system input – data types and methods

· Specify validation methods

· Define processing methods such as formulae and procedures

· Specify backup  procedures

· Specify testing criteria and methods

· Specify evaluation criteria

KNOW THE DIFFERENCE BETWEEN TESTING CRITERIA – WHAT IS TO BE TESTED AND TESTING METHODS – HOW THE CRITERIA WILL BE TESTED – THE ACTIONS TAKEN TO MEASURE THE CRITERIA

· Represent the solution

· Document the solution with Flowcharts – show the sequence of events involved in a process, DFDs, structure charts, templates, storyboards, structured English, Pseudocode, decision trees & decision tables, data dictionaries, organisational charts, checklists

SDLC Step 3 – System Development

· Acquire hardware, software – custom built or off the shelf?

· Build and test the system

· Use test data

· Conduct stress testing to measure robustness

· Manual checking of output

· Speed testing

· Test documentation effectiveness

· Test back up procedures and equipment

· Test system security

SDLC Step 4 – System Implementation

· Write user documentation

· Choose media and format – book, pamphlet, poster, cards, Windows Help file, HTML

· Clear, concise, comprehensive and correct

· All users need documentation

· Information must be easy to find – accessible

· Train users

· Who – different training for different users

· When – before implementation

· Where – in  house or off-site

· How – one to one, small group, lecture, departmental staff, trainer/trainee

· Why – to avoid errors, inefficiency and damage to data

· Changeover to new system

· Use the method/s defined

· Keep staff informed about how, when, where, implications to users and procedures

SDLC Step 5 – System Operation

· Evaluate the system

· When?

When all has been implemented, users are skilled and comfortable with the new system and all bugs have been removed

· Why?

To prove that the system has achieved its designed goals.

· How?

The techniques were defined in the Design phase.

· Ongoing operation and maintenance

Project Termination

· Acceptance testing by client 

· Evaluate the project

· Note that each of the steps are evaluated, documented and approved before moving to the next step

· The four main steps are related only to the project

· The SDLC is the only part that directly involves the information system to be developed

Issues and Effects

Who can be affected?

· Individual employees

· Families

· Organisation and its individual departments

· Competitors, partners

· Customers/client

· Education system

· Public (local/state/national/global)

· Government (local/state/national/global/neighbours)

Economic effects

Positive
Negative

i) Long-term profitability
i) Up-front costs of implementation

ii) Improved productivity and efficiency
ii) Maintenance and upgrade costs

iii) Cost-savings for customers and organisation
iii) Employee income changes – unemployment/underemployment

iv) National productivity
iv) Loss of customers due to unwillingness or incapacity to use/access system

v) Gain of customers – locally, interstate, internationally
v) International rivals – new threat to merchants or brand new opportunity

vi) Small operations can expand and be successful
vi) Globalisation – swallowing of small operators – conglomeration of service providers

vii) Telecommuting
vii) Dangers of not upgrading equipment – change must occur periodically


viii) Dangers of being “non-standard”


ix) Viruses and hoaxes 


x) Cyber terrorism – distributed denial of service

Social effects

Positive
Negative

i) Job enrichment
i) Job impoverishment

ii) Keeping families in contact internationally
ii) Unemployment/underemployment

iii) Leisure – more or less?
iii) Invasion of privacy – data security

iv) Morale/self-esteem/job status changes – effects on the staff’s effectiveness and efficiency
iv) Personal relationships can be affected – adultery, chat relationships, misuse of organisational email and Internet facilities

v) Telecommuting – whom does it benefit?  Employee or employer?
v) New forms of crime, new laws and defence

vi) Changes to education – longer at school
vi) Leisure – more or less?

vii) Global village – more tolerance of differences?
vii) Encryption morality – crimefighting vs. privacy

viii) Need to be literate
viii) Deskilling – less skill needed to do the same job

ix) Changes to lifestyle – online shopping and banking; ATMs are open 7 days a week for 24 hours a day
ix) Morale/self-esteem/job status changes – effects on the staff’s effectiveness and efficiency

x) Minority groups can be heard
x) Job relocation

xi) Lonely people can find and communicate with ‘global friends’
xi) Telecommuting – whom does it benefit?  Employee or employer?


xii) Changes to education – longer at school


xiii) New information ghettos


xiv) Nationalism – fighting to maintain culture and language


xv) Threat to illiterate


xvi) Dangers of data centralisation, theft and loss


xvii) Pornography and its effects


xviii) Stalking, hate groups

Health and Safety effects

Negative

i) Monitor radiation

ii) Fan noise

iii) Psychological – despair, depression, worthlessness

iv) Overweight society

v) Ergonomics – cost of buying and cost of  not buying

vi) RSI, Carpal Tunnel Syndrome, Tenosynovitis – cost of lawsuits

vii) Violent society

viii) Passive society

ix) Telecommuting loneliness

x) Stress – long hours, computer problems

xi) Ailments – Legionnaire’s disease
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