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P4.  

Illustrate the stages of the data processing cycle by reference to an example data handling application. Identify an appropriate processing method

P5.  

Using a data handling application, demonstrate the role of data control systems in maintaining the validity and accuracy of information

P6.  

Produce the source document(s), based on prepared template(s), to capture and input data for a given data handling application

M2.  

Analyse data handling and processing methods and by reference to example data handling applications, illustrate their use within organisations

M4.  

Explain how document design can aid accuracy of data input

D2.  

Explain how, by reference to example data handling applications, the choice of data handling and processing methods are affected by the size and structure of an organisation

D4.  

For a suitable data handling application, prepare completed source documents for input, together with suitable batch control documents and explain how they help to assist accuracy and any limitations of the method. Identify and explain the stages of control from data preparation to output

	


	Task One: Batch Processing

Design a sales order form for your company, create a batch of orders and enter them as sales transactions onto a sales ledger. (see below)

a. Design a Sales Order Form for your company using either one of the Microsoft Excel, Word or Publisher templates. Ensure that the printed form contains your company name (and optionally a logo or strap-line), a prominently displayed title, the customer name and address and unique order identification. Provision should be made for ordering more than 1 product on the form.

b. Make copies of the form and get each member of your class to complete a form in order to create a batch of approximately 20 orders. Design a batch slip, which should contain the count of the order forms, the sum of the order totals and the batch date. The batch slip should also have a title.

c. Use Excel to create a page of Sales Ledger transactions for this batch of orders. The header section of the page should contain the batch slip information and the Order Form information should be summarised in columns, eg. Transaction Type, Document Reference, Order Date, Goods Amount, VAT Amount.
Task Two: Analyse data handling and processing methods

a) Define the terms Batch Processing and On-line Processing.

b) Explain how the Sales Ledger transactions could be created within a computer system using On-line Processing.
c) Identify the main factors to consider when designing a data entry form and explain how these can aid accuracy of data input.
Task Three: Evaluation of data controls 

a) Identify and describe the stages of control from data preparation to output.

b) Outline the advantages and limitations of using a batch control document when inputting large volumes of data. 

c) Give an example of  each of the following data processing methods:

· batch processing

· real-time processing

· distributed processing
Explain how the size and structure of an organisation can influence the choice of a data processing method.
	Outcomes

P4,P5,P6

M2,M4

D2,D4


DELIVERABLES

Each student (not each group) must provide:

· a report containing:

· For Task 1 (group work),

· a completed Sales Order Form

· a Catalogue
· a copy of the Batch Slip

· a copy of the Sales Ledger 

· For Tasks 2 and 3, each student must submit their own individual work.

· Analysis of data handling and processing methods
· Evaluation of data controls when processing data

NOTE:

When you use the web or other sources as a resource you must be aware of copyright implications. 

All pictures, diagrams, quotations etc must be referenced with a source at the place it appears in your assignment.

Excessive use of downloaded material or failure to identify sources of information will result in the assignment being referred.
