	M1
	Using actual organisations :-

	
	1.  Show variations in structure.
	

	
	2. Produce examples from actual organisations
	

	M2
	Analyse data handling and processing methods :-

	
	1. By reference to specific applications
	

	
	2. Giving illustrations within organisations
	

	M3
	Describe activities which trigger example information flows between functions.
	

	M4
	Explain how document design can aid accuracy of data input.
	

	M5
	1.  Compare the physical and operational requirements of business.
	

	
	2. Explain their importance to the business environment.
	

	M6
	1. Describe the stages of the Systems Life Cycle. 
	

	
	2. Describe their importance to the development of organisations.
	



	P1
	1. Identify various organisational structures.
	

	
	2. Briefly describe the activity within the structure.
	

	P2
	1. Describe the typical functional areas in an organisation.
	

	
	2. Briefly give examples of each of their activities.
	

	P3
	1. Identify the main information flows between departments in an organisation.
	

	
	2. Give examples of the information which flows between departments.
	

	P4
	1. Draw the stages of the data processing cycle.
	

	
	2. Using data, describe how this may be processed by the system.
	

	
	3. Identify the formulae and functions that an application solution may use.
	

	P5
	Use an application to:-
	

	
	1. Enter data
	

	
	2. Validate the accuracy of the data
	

	P6
	For a given data handling activity :-

	
	1. Prepare a data capture template.
	

	
	2. Document the data handling process.
	

	
	3. Provide printout evidence of the activity.
	

	P7
	Consider the Systems Life Cycle :-

	
	1. Provide a brief description of the Systems Life Cycle.
	

	
	2. Briefly describe the stages in the cycle.
	



	D1
	Provide analysis of the importance of information to an organisation

	
	1. In meeting the objectives of a business. 
	

	
	2. By using a named application to distribute information to all areas of an organisation.
	

	
	3. By identifying a given situation which initiates distribution of information to all areas of an organisation.
	

	D2
	By reference to example data handling applications :-

	
	1. Explain how the choice of data handling process is affected by the size of an organisation.
	

	
	2. Explain how the choice of data handling process is affected by the structure of an organisation.
	

	D3
	1. Provide examples of information flows which support operational decisions in an organisation.
	

	
	2. Provide examples of information flows which support strategic operational decisions in an organisation.
	

	
	3. Use examples to show the role of ICT in supporting information flow and decision making.
	

	D4
	For a suitable data handling application :-

	
	1. Prepare completed source documents for input.
	

	
	2. Prepare suitable batch control documents.
	

	
	3. Explain how these documents assist accuracy.
	

	
	4. Identify any limitations in using these documents.
	

	
	5. Name and explain the stages of control, from preparation to output.
	

	D5
	Consider the physical and operational aspects of business systems, and evaluate the importance of :-

	
	1. Ergonomic issues
	

	
	2. Security issues.
	

	
	3. Data protection issues
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