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DATA AND INFORMATION
DATA:
Refer to basic/raw facts and figures.  Data is not a good basis for planning or decision making e.g.  
· Hours worked by an employee.
· Arrival time of an employee
· Sales figure for a day etc. 
TYPES OF DATA
Direct data or Primary data:  Originates from the source i.e. first hand data.

Indirect or secondary data: Data which comes in a more round a bout way. It is already researched data e.g. textbook data, magazine data, newspapers, etc.
 Others forms of data include;
· Currency. Data expressed in monetary value.
· Number (0 – 9)                  
· Date/time               
· Memo
· Text. Data constructed from letters of the alphabet, or a combination of letters of the alphabet and numbers.
· Image.
· Voices.
Data processing methods includes:-
· Manual methods. Involves use of human beings for data processing.
· Mechanical. Involves use mechanical typewriters, abacuses, slide rules etc
· Electronic Data Processing (EDP)
· Electro-mechanical methods 
INFORMATION
This refers to processed data i.e. data that is already converted into a more useful/meaningful form.  Information should be the basis for decision and policy making.
On many occasions the two concepts (data and information) have been used interchangeably. One has been used to mean the other.
LEVELS OF INFORMATION
-Strategic information
-Tactical information
-Operation information
Types of information
· Past information
· Present information.
· Future information
· Strategic information
· Tactical information
· Operational information
The monetary value placed on information depends on:-
· The accuracy of the information
· It is intended purpose
Good information can do one or all of the following.
· Reduce costs
· Eliminate losses
· Lead to a more efficient use of resources 
· Provide better management and more accurate decision-making.
QUALITIES OF GOOD INFORMATION
· Timelines. Having data at the right time.
· Cost effectiveness. Having data which is within the means of the firm.
· [bookmark: _GoBack]Completeness/ Comprehensiveness. Having information that is not lacking in any form.
· Relevance. Having data which is capable of solving organizational needs. It must be directed to the right audience and from the right author.
· Clarity. Having data that is error and ambiguity free. 
·  Must be through the most appropriate channel. I.e. a channel which is noise free, or minimizes noise.
· User specific or easily attached to the user. It must be properly qualified or structured.
· Accuracy. This is all embracing i.e.
Time accuracy.
Cost accuracy.
INFORMATION PROCESSING CYCLE
Information processing cycle is the sequence of events in processing information, which includes (1) input, (2) processing, (3) output and (4) storage 
1. Input—entering data into the computer.
2. Processing—performing operations on the data.
3. Output—presenting the results.
4. Storage—saving data, programs, or output for future use.
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