2.2) Tools for Information Processes Worksheet - Organising
Organising is the process that arranges, represents and formats data for use by other information processes.

Hardware
· Hardware devices organise the data by digitising it..

· Digitising is the process


· Every type of data can be represented digitally:

· TEXT:


· IMAGES:


· AUDIO:



Software

· Application software organises data.
· Some key applications are:


· Paint/draw:






· Multimedia:






· Word Processing:






· Desktop Publishing (DTP):







· Spreadsheets:




· Databases:






· File converters

Non-computer tools

· Common non-computer tools used for organising include hard copy systems and pen and paper methods.


· Hard copy method:










· Pen and paper methods:










Social and Ethical Issues

· The widespread use of  information technology has raised a number of ethical issues for people that relate specifically to organising data.
· These include:

· The increased use of hypermedia:








· Poorly organised data:






· Inappropriate or incomplete data:
