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                                       Unit 2 – ICT Serving Organisations

Welcome to Unit 2 ICT Serving Organisations

This Unit will help you to:

· Understand how organisations are structured

· Understand how organisations use and exchange information

· Evaluate how well ICT can and does help organisations

· Consider how ICT supports many different activities in organisations

· See how ICT offers new opportunities, such as just-in-time stock management.

You will produce a case study on how an organisation collects, disseminates and uses information, how it manages the flow of information between sections or departments and the way it uses ICT

to access and exchange information.

This Unit links with advanced Unit 1 Presenting Information, Unit 3 Spreadsheet Design, Unit 5 Systems Analysis and Unit 6 Database Design.

This Unit is assessed through an external assessment. You will produce a case study that will be externally marked. The grade on that assessment will be your grade for the Unit.

8.2 What you need to learn 


(Click on Topic titles) 

(
Types of organisation
(
Functions within organisations
(
Information and its use
(
Management Information Systems (MIS)
(
Standard ways of working.
(
Assessment evidence for Unit 2 ICT Serving Organisations
Types of Organisation 







                     Back to Topic Titles
In all types of organisations, a group of people work together to make something or provide a service. The range includes multinational commercial companies, national companies, public limited companies (plc), utilities (for example transport, water, electricity and gas), public service organisations (for example hospitals, schools, colleges), shops, banks and a range of enterprises employing small numbers of people that can be found in every town.

You will need to learn who organisations communicate with, what information they exchange and how ICT is used to support such communication. Different organisations exchange different types of information about different things. You will need to learn about the types of information that may be exchanged between or about the following:

· customers and clients

· wholesalers and retailers

· distributors

· suppliers (of services or goods)

· manufacturers

· managers and employees

· products

· briefs

· services

· goods.

Functions Within Organisations





                 Back to Topic Titles
Most organisations have staff who have particular responsibilities, such as dealing with sales, creating products or services, or undertaking research and development. These tasks are often known

as job functions.

You will need to learn about the many different job functions that can appear in organisations, including:

· accounts or finance

· sales

· distribution

· marketing

· research and development

· human resources

· design

· production (or service provision)

· ICT services

· Administration.

You need to learn that organisations are often structured into departments for these functions and that there will be a manager for each department. You need to understand how ICT can be used in these departments by learning what they do and who they need to communicate with.

You will need to be able to identify team organisation, delegation and employee participation and how they affect the need for information.

Information and its Use 







      Back to Topic Titles
Organisations need to communicate to people within the organization as well as those outside, such as suppliers and customers. Finding out who needs information, who sends it, who receives it, how it is

processed and how ICT is used to support these activities will tell you a lot about how an organisation works.

It is common to see a number of different ICT systems within an organisation, each designed to manage different types of information. Often, some of these systems will not link to other systems within the

organisation. You may find that it can be inefficient and even damaging to an organisation to have isolated ICT systems. An example is where sales personnel use a different customer database from the accounts or

distribution departments, requiring three times as much work to keep them all up to date compared with a single database.

Most large organisations use very similar key information. You need to understand how organisations use this information. You must also be able to identify typical features of such information including that

relating to:

· personnel and training

· accounts, finance and payroll

· research, design and development

· sales and purchase orders

· stock control

· internal e-mail

· internet and intranet

· product manufacture.

You must be able to draw diagrams that help you describe the movement of information in these organisations, including information flowing into and out of the organisation and between departments. This involves finding who needs or uses what information and then showing the connections.

The type of information should be clearly identified in the diagrams. The following types might appear:

customer orders 

purchase orders to suppliers 

design and production drawings

wages and tax paid details 
records of staff training 

names and addresses of employees

stock details 


invoices paid. 


monthly income 

monthly outgoing 

web publicity pages


monthly profit or loss.

Your diagrams should show the methods used for communicating information, including:

face-to-face


documents via internal or external post
EDI or e-commerce


LAN or internet e-mail
telephone




facsimile

centralised database systems.

You will need to find out which methods are effective and efficient for different organisations. You will also need to find out which methods are particularly effective for different types of information.

Management Information Systems (MIS)





      Back to Topic Titles
Management information systems help managers to plan, organise and make decisions. These systems can provide managers with a variety of different types of information or support, such as easy to understand

tables, responses to direct queries, graphical output, output resulting from the input of a ‘what if’ scenario or even a warning signal as a result of data exceeding a set limit.

Typical systems could include:

a comprehensive database holding all the different types of information processed by the organisation that regularly provides managers with ready-made reports

the analysis and comparison of data in the database over a period of time to provide information in graphical form about items such as sales, purchases, wages or stock levels

warning signals to indicate that decisions are required, such as low stock levels, expenditure exceeding income, numbers of faulty products exceeding expectations

daily calculation of productivity levels by analysis of costs and output

monthly graphs of price comparison with competitor goods or services resulting from regular market research

audio and visual warnings when incoming orders exceed production capacity

a model of the organisation that enables ‘what if’ queries to be input to forecast the effects of items such as policy decisions, market conditions, production rates, VAT or tax changes..

You will need to be able to study organisations to determine:

what information it relies on

how it processes that information

whether a management information system would be useful

what specific purpose it could serve

the information necessary to enable it to operate

how the ICT system could best provide the management information required.

Standard Ways of Working







      Back to Topic Titles
Standard ways of working exist to help people to manage their work effectively. You must learn to:

edit and save work regularly, using appropriate names for your documents

store your work where you and others can easily find it

keep dated backup copies of files on another disk and in another location

keep a log of ICT problems you met and how you solved them

protect confidentiality and observe copyright laws

avoid bad posture, physical stress, eye strain and hazards from workplace layout.

Assessment evidence for Unit 2 ICT Serving Organisations









Back to Topic Titles
	You must produce a case study (report) analysing a suitable organisation

NOTE: The assessment materials for this unit will be provided by AQA.

	To achieve a Grade E you must show you

can:
	To achieve a Grade C you must also show you

can:
	To achieve a Grade A you must also show you

can:

	E1 describe clearly, with the aid of diagrams, the

main function(s) of the organisation, its

associated customers (or clients) and suppliers, the function of each department, the structure of the organisation and the relationships

between the main departments and outsiders

E2 describe the ICT provision for each of the

organisation’s departments (or functions) and

identify possible extensions or improvements

to the use of ICT that would benefit the

organization

E3 demonstrate clearly, using diagrams, how

information essential to successful operation

moves within the organisation and to and from

outsiders

E4 describe in detail the purpose and operation of an important ICT application used within the

organisation, including examples of input and

output data and the job functions and

personnel involved

E5 present your case study clearly as a coherent

report and check it for meaning and accuracy


	C1 produce a well-structured case study that shows

fluent use of technical language, contains

appropriate conclusions and makes suitable

references to the information sources used

C2 explain in detail how information used in the

organisation is processed including details of the

data capture techniques, any processing or

calculations involved and the specification and

style of data output

C3 work independently to produce your work to

agreed deadlines


	A1 explain in detail, with the aid of diagrams and

definitions of the data, how information

moves from a customer or client through the

organisation to result in the delivery of a

product or service

A2 use examples to recommend improvements

to the organisation’s internal ICT systems

(this may cover items such as integration of

existing systems, specialised equipment or

software, database development, LAN or

WAN systems)

A3 describe in detail how the organisation might

benefit from more extensive use of new

communication technologies, such as the

internet, mobile communications, e-mail, e-commerce or EDI

A4 describe how the organisation might use a

management information system to monitor

or control activities, improve decision making

and improve efficiency
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