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Using technology to extract information and evaluate sources of information

The internet (which is a Wide Area Network [WAN]) can be used to find information such as:
· Travel/accommodation information
· Foreign travel advice
· Travel routes/maps/traffic advice
· Competitors prices/promotions
· Latest business news
· Government publications

It may also be used to:
· advertise products and job vacancies (perhaps using social media)
· e-commerce – selling online 24/7 (or buying from suppliers)
· contacting customers/suppliers via email
· web conferencing – face to face discussions eg using software such as Skype

Complete the following table showing definitions of the terms:

	Web Browser
	



	URL
	



	Search Engine
	



	Homepage
	



	Hyperlinks
	



	Download
	



	Bookmarks/Favourites
	








Advantages of using the internet as a source of information:
· Information is usually up-to-date – many websites are updated in a regular basis to give the latest prices, availability etc.
· A vast range of information is available – this gives users access to much more information than they previously could have gathered.
· Websites may give more detailed information than printed materials like brochures or catalogues – many hotels have ‘virtual tours’ on their website
· Convenience – users can access information at a time when it is convenient to them
· Information is instantly available, for example the seat availability is shown when booking flights.

Accessing reliable information on the Internet:
· Users of the Internet must be selective about the sources they take information from.  Anyone can create a website with information that may be inaccurate and therefore unreliable.
· Users relying on the Internet for accurate information should only use websites that are reputable or from a well-known organisation, for example government websites or major news websites.
· Users should also try to ensure they use a website that is updated on a regular basis.  These websites are more likely to be accurate.
· Users should look carefully at the website – if the site looks poorly designed and substandard it probably has not been created by a professional and chances are that it will not be reliable.
· Use a secure website, particularly if using credit card or other method of payment over the internet.  A secure website will have a padlock sign on it or https:// in the address, showing that it is a verified website and uses encryption.

Consequences of using unreliable internet sources of information:
Using out of date information is worse than having no information at all, eg an inaccurate train timetable could result in missing an important meeting.

It is important to check that information is accurate and free from bias.  This is important if you were writing a report making recommendations based on the information that you had researched.

If secure websites are not used and websites are hacked, sensitive/personal information may be stolen.  This could include credit card and bank details.


An Intranet
An internal computer network used to share information within an organisation.

Employees can access information on company events, current policies, staff newsletters, product information and price lists, internal telephone numbers etc.  The intranet may also store files that employers need to download and complete, such as expense claim forms, accident report forms etc.

Advantages of an intranet:
· All employees have access to the same current information
· Time is saved as information only needs updated once
· All information is stored electronically reducing paper and photocopying costs
· Communication (particularly in a large organisation) is improved through use of systems such as internal email and electronic diaries.


Answer the following questions in the table on the right….
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Complete the task below (you may wish to record the information in the table on the left before you send the email)
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	First Monday of next Month (Date)
	

	Wednesday of that Week (Date)
	

	Accommodation (Name/Address)
	

	Rail/Coach Information (Times etc)
	

	
	



You should now format this page appropriately based on the length of your answers.
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N54/N5 Administration	Communication in Administration	Knox Academy
image1.jpg
® COMMUNICATION IN ADMINISTRATION

124

Make the link

e In subjects like English,
Modern Studies and
Geography you could use
the Internet to research
current information (news
reports etc.).

In History you could use the
Internet to research
historical events.

In a variety of subjects you
could use revision websites
to enhance your knowledge
of the subject.

In the Administration and IT
Added Value Unit (National
4) and Assignment (National
5) you will be required to
access the Internet to source
reliable information.

i

Intranet

An intranet is an internal network used to share information
within an organisation.

Employees of the organisation can access information on
company events, current policies (such as health and safety),
staff newsletters, product information and price lists, internal
telephone numbers etc. The intranet may also store files that
employees need to download and complete, such as expense
claim forms, accident reports etc.

The intranet can also be used for internal e-mail, electronic
diary facilities and sharing software within an organisation.

Advantages of an intranet
e Allemployees have access to the same current information.

e Time is saved as information needs only to be updated
once.

e Cost savings — all information is stored electronically,
reducing paper and photocopying costs.

e Communication (particularly in large organisations) is
improved through use of systems such as internal e-mail
and electronic diaries.

For the purpose of this unit you should be able to:
® access an intranet
e search an intranet

e extract relevant information from an intranet

and Internet Basics.

search challenge.

Go to www.bbc.co.uk/webwise and select the links for Using the Web, About the Internet

1. Work your way through each of the lessons:

(@ What is the Internet?
(b) Staying safe online.

2. For additional practice you could select Searching — searching the Internet and Internet

5

USE TECHNOLOGY TO EXTRACT INFORMATION AND EVALUATE @

1. Give three examples of when an organisation may use the
Internet for research purposes.

2. Define the following terms associated with the Internet:

(@) Web browser

(b) Search engine

(c) Search box

(d) Hyperlink

(e) Download

(f) Bookmarks/Favourites

3. List three advantages of using the Internet as a source of
information.

4. State why it is important to be selective about which Internet
sources are used for information.

5. Explain how you know if an Internet website is reliable.
Give three consequences of using unreliable Internet
sources of information.

7. Describe an intranet.

8. State three uses and advantages of an intranet.

* Key questions

Complete the following exercise.

To: pupil@school.sch.uk

From: Dylansmith@yha.com

Date: Today's

Subject: SALES CONFERENCE IN DUBLIN

| wish to travel to Paris on the first Monday of next month
and return on Wednesday (of the same week). | would prefer
to fly from Glasgow. This means that | need to travel from
Inverness (by either bus or train) the day before.

I will require accommodation in Glasgow for Sunday and
Wednesday nights, and also for the nights | am in Faris. | would
prefer to stay in 4 or 5 star hotels.

Use the Internet to research the required information (travel
times, hotel names and addresses). E-mail the relevant
information to me (you should have a note of my e-mail address).

Please do not book, as | wish to check it over and then confirm the

flights and accommodation arrangements before booking.
(S . 2

Decision-making

ICT |
Literacy
Employability

Skills for learning, life and
work
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