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Skill Area 2 – Interpret and explore information
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Skill Area 2 – Interpret and explore information

2.1 Interpret information and decide what is relevant for the purpose and explore information as needed for the purpose

Candidates should be able to interpret a variety of different forms of information and identify what is relevant for a specific purpose.  Using information presented, candidates should be able to identify specified aspects of information and ways in which IT may be used to explore it.

Questions may, for example, require candidates to:

a. identify a particular record or field value in a table, database or spreadsheet;
b. read charts and graphs to identify results (including pie and bar charts, line graphs);
c. identify possible travel plans or meetings suited to given timetables, calendars or diaries;
d. identify specified information from a survey or questionnaire;
e. identify the effects of changing specified values and formulae in a spreadsheet;
f. identify appropriate formula or cell content in a spreadsheet to achieve specified results.
Scenarios or questions may, for example, present information in the form of:

· common paper-based products, e.g. timetables, calendars, diaries, invoices, bank statements, diagrams;
· results of surveys or questionnaires, e.g. voting statistics, census results, consumer reports;
· database records, e.g. contacts, goods, sports results, holiday offers, financial information;
· spreadsheets, e.g. sales figures, hours worked, rates of pay, prices of goods, budgets;
· information in graph or chart form, e.g. growth/time graph, temperature/month bar chart, transport preference pie chart.
Common paper-based products

This part of the Tutor module will analyse different sources of information and give tips on how to explore them.  Common paper-based products include:

· Timetables

· Calendars

· Diaries

· Invoices

· Bank statements

· Diagrams

To help explore information, there are techniques which help ensure that this is carried out accurately and efficiently.
· Use a ruler or flat edge to help guide you on timetables.
· Check date and year to ensure you have the correct time period.
· Know what should be on a particular document, i.e. an invoice must have an invoice number and details of what the customer is being ‘billed’ for.  For further guidance on parts of documents, (see Skill Area 4 – Lay out and present information – There is a link to this document on the IT Tutor’s Toolkit Home Page).
Checking documents - examples

An invoice

When checking an invoice, look for the following:  
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Invoice Number

Date (must include the year)

What the invoice is for

Breakdown of charges

Total amount being charged

Any VAT

Checking a train timetable against a diary

The date of travel should be 18 February 2004.
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Make sure that you have:

· the correct day;
· the correct arrival and departure time;
· the correct arrival and departure destination.
On the example, the day is correct, but the month and time do not match the train timetable supplied.

Timetable taken from the www.nationalrail.co.uk website

Surveys or questionnaires: 

The sort of information that candidates will be asked to explore can include results of surveys or questionnaires, e.g. voting statistics, census results, consumer reports.
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Guidance on exploring information on a survey

To explore information, if this has to be done manually:

· Put the field/category headings from the survey or questionnaire, on a separate sheet of paper.  

· Count each category in full and write these on the paper.  

· Count the next section and repeat the above.

If the results are then to be entered on computer (spreadsheet or database) you can then produce a graph or chart of the results for easy comparison, ie:

· On spreadsheets, filter the information

Produce a chart/graph of the data

· On database use a Query.
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Presentation

The method of presenting information should be considered carefully so that however it is displayed, it is clearly understood as well as pleasing to the eye.  The following is a guidance on how this can be achieved:

Consistency

Be consistent with layout. For instance:
· headings should be consistent – same font style and size – and meaningful;
· same font style and size for body of work throughout the document;
· clear line space between paragraphs.
Use of appropriate fonts

Again, the type of fonts used is important.  The font may be a favourite, but if it’s very fancy it will be difficult for the reader to decipher.  The following lists some guidelines for use of fonts:

· Choose an appropriate font – Ariel or Times New Roman are good choices and easy to read.
· If the reader/s has/have a special need, i.e. dyslexia, Comic Sans MS Size 14 is the easiest to read.
· Don’t use capital letters throughout the work.  Capital letters are for headings or to make information stand out.
· Stick to black font colour (or a dark alternative).  Avoid yellows or pale colours.
· Avoid font sizes below point 10.
Charts or Graphs
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As mentioned before, the presentation of data could be in the form of a graph or chart to clarify the data.  This is much easier to read and clarifies any fluctuations in the data collected.  

A well-presented chart or graph should have appropriate headings.
Database records

Database records include contacts, goods, sports results, holiday offers or financial information.
A database can be a spreadsheet as well as a traditional database like Access.  In an up-to-date Access database, many Queries can be set up to interrogate it.  The data is then presented in the form of a Report.  A spreadsheet can also be used to sort data and a filter can be added (see Skill Area 3.2 for details of how to do this – you can link to this document from the IT Tutor’s Toolkit Home Page).

Database - Excel spreadsheet 

Spreadsheets include sales figures, hours worked, rates of pay, prices of goods or budgets.
There are several ways of selecting information on spreadsheets:

· by using formula (including the Paste Function);
· by selecting a cell or series of cells;
· by using filters.
Spreadsheets
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Cell one is highlighted here … it’s the first ‘cell’ in Row 1 and Column A.  The cell number is shown just above column heading.
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Can you see what the highlighted cell row and column numbers are?
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Lookup table

[image: image14.png]| Fie E& Von Fovais Toob Heb B
Q0 =1 [ %)
| Adaess 8 ez

METROLINK WHICH ARE MARKED AS TUBE, DO NOT NECESSARILY OPERATE DURING THE
TIMES SHOWN. PLEASE CHECK WITH THE APPROPRIATE OPERATOR IF TRAVELLING LATE
AT NIGHT OR EARLY IN THE MORNING AS THIS WEBSITE DOES NOT HAVE INFORMATION ON
OPENING AND CLOSING TIMES FOR THESE LINKS

Outward Journey: Sunday 18 January 2004
Station A Dep Travelby  Operator
FAREHAM 0736 Tran SOUTHWWEST TRANS LTD.
EASTLEIGH 0753 0800 Tran SOUTHWWEST TRANS LTD.
LONDON WATERLOO 0358
DURATION: 222

FAREHAM
EASTLEIGH

WOKING (MAN)
LONDONWATERLOO
DURATION: 225

FAREHAM
EASTLEIGH

LONDON WATERLOO
DURATION: 222

FAREHAM
EASTLEIGH

‘SOUTHWEST TRAINS LTD.
‘SOUTHWEST TRAINS LTD.
‘SOUTHWEST TRAINS LTD.

‘SOUTHWEST TRAINS LTD.
‘SOUTHWEST TRAINS LTD.

‘SOUTHWEST TRAINS LTD.
‘SOUTHWEST TRAINS LTD.

o]

#istar] | L Level2IT

| ) Topic Avea 2 - Mi.. | & Network Rl Ho.. |[ &7 National Rail

Internet

I ‘ « R 1045





[image: image15.png](Unsaved Publ

Fle Edt View Insert Format Took Table Arange MaiMerge Help

DEzHd & B0

q s <= + B

Bt Bt st Bl ot (o Bt 38 Bt B B

Deian A
A Color Scheme
||+ orintston
Wit asr
bad Dates.
Schacle f Evert:
@ e Conten
N
o

To changs the dates o the calnar, click
[ the buton beow,

© Change Dates

February 2004

: -
2 3 4 5 6 7 8 SN
9 o 11 12 13 14 15
6 17 18 19 20 21 122 -
Teavel to
London
Depart
700 3m

23 24 25 26 27 28 129

T 5a e Test Frame]

s

~ tide wizard

A star] | g Level 21T | 1 Topic Avea 2. i

Nz ss0am

&) Network R Ho... | &1 National R Ena..[[E] .[unsaved Pu B [« nn




A series of cells can be named – in this diagram, they have been highlighted and called Lookup.
Again, more information on spreadsheets can be found in Skill Area 3.3 (you can link to this document from the IT Tutor’s Toolkit Home Page).

Database - Access

· A field in an Access database is the heading and contents in one category, i.e. Title, First Name, Last Name, etc, are field headings.  

· A record is all the information on one person or item, i.e. Mr Joe Bloggs, 1 Damplemere, Longtown, Herton.

· A Query interrogates or quizzes the database – in the query criteria below, only the female competitors are wanted.  By typing the name FEMALE in the Gender criteria, only females will be selected.  
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Milk Round Christmas Survey 2003
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Once these names have been selected, they can be printed in a report: 

Example Report:
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Graph or chart form

This includes information in graph or chart form, e.g. growth/time graph, temperature/month bar chart, transport preference pie chart.
Other information is also required so that the viewer can understand what the chart or graph is about (and sometimes these things are omitted).  There should be:

· a heading;
· a Legend (list of what the chart refers to, usually the colour of a bar, pie, etc);
· titles (horizontal and vertical – very important if there is no Legend).
X and Y Axis

An axis is a line that borders one side of the plot area, providing a frame of reference for measurement or comparison in a chart. 

On most charts, data values are plotted along the value axis, which is usually vertical (the y-axis), and categories are plotted along the category axis, which is usually horizontal (the x-axis).

Think of the Y as being an upright (vertical) pointer and that V is part of the Y.  The X-axis is the other one!

In the example below, Y is temperature in centigrade and X is the countries.  

Bar Chart
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Pie Chart
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Example 1 – Database search

	Supplier Name
	First Name
	Last Name
	Phone Number
	Price
	Text Messages

	727
	Sarah
	Jones
	(061) 7452 7733
	£149.99
	Yes

	Speake-Easy
	Bharat
	Patel
	(077) 6397 2222
	£149.99
	No

	Speake-Easy
	Bharat
	Patel
	(077) 6397 2222
	£129.99
	No

	Connect
	Sew
	Wong
	(014) 9758 9876
	£129.99
	No

	Connect
	Sew
	Wong
	(014) 9758 9876
	£129.99
	No

	Speake-Easy
	Bharat
	Patel
	(077) 6397 2222
	£119.99
	Yes

	Connect
	Sew
	Wong
	(014) 9758 9876
	£109.99
	No

	Connect
	Sew
	Wong
	(014) 9758 9876
	£99.99
	No

	Speake-Easy
	Bharat
	Patel
	(077) 6397 2222
	£99.99
	Yes

	727
	Sarah
	Jones
	(061) 7452 7733
	£99.99
	Yes

	727
	Sarah
	Jones
	(061) 7452 7733
	£89.99
	Yes

	Connect
	Sew
	Wong
	(014) 9758 9876
	£89.99
	Yes

	727
	Sarah
	Jones
	(061) 7452 7733
	£89.99
	No

	Speake-Easy
	Bharat
	Patel
	(077) 6397 2222
	£79.99
	Yes

	727
	Sarah
	Jones
	(061) 7452 7733
	£69.99
	Yes

	727
	Sarah
	Jones
	(061) 7452 7733
	£69.99
	No

	Connect
	Sew
	Wong
	(014) 9758 9876
	£49.99
	Yes

	Speake-Easy
	Bharat
	Patel
	(077) 6397 2222
	£49.99
	Yes


To find telephones with text messaging that cost less than £80, requires a search for:

A
Price > 80 and Text Messages  YES
B
Price < 80 and Text Messages  YES

C
Price > 80 or Text Messages  YES

D
Price > 80 and Text Messages  NO

Correct answer B

Practice questions

1) In the example below, if Michael Orwell’s monthly bonus is increased to 446 in April, identify which cells will be affected?

2) What formula would be required to identify any totals which are more that 2200?

3) If Anne Rowlands’ bonus drops in June by 50, which cells will be affected?
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4) According to the History Channel’s poll), which is the favourite mythical giant so far?


5) Identify the programme which will be seen at 10.00 pm on Wednesday, 18th.
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Answers
1) D11 and H6

2) See formula in the example below (=H4>=2200)

3) G11 and H9

4) Cyclops (37%)

5) Art Safari
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