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Track 3: Managing Information Using Databases

Information Building and Content Retrieval


Information Building and Content Retrieval

Introduction

In the information age, data are the lifeblood of every organization and need to be managed properly to retain their value to the organization.  In the phases of the database development cycle, where does information building and content retrieval fit in?

 
Feasibility Anaysis ; Problem Definition, Information Requirement

Develop a project implementation plan

Develop data standards

Establish data stewards

Identify data requirements

Develop a data model

Specify data integrity controls

Specify test procedures

Map the data model to the DBMS

Establish and test data integrity controls

Access control and security

Integrity constraints and data validation rules

Backup and recovery procedures

Create and load the test database

Test database operation and integrity controls

Implement data integrity controls

Create and load database

Train users

Monitor database performance

Tune and reorganize database as needed

Enforce data standards and policies

Support users: consulting, informing, and training

Plan and implement growth

Implement change control procedures

Database Implementation Roles

Data Entry Group

1. Two types of Data Entry : Batch Entry, and Online Entry

2. In case of Batch Data Entry

· Gathering source documents from various departments

· Ensuring proper safekeeping of such until processing is complete and source documents and output are returned

· Preparing batches of source documents with accurate control totals

· Scheduling and setting up the jobs to process input

· Verifying, logging and distributing output to the appropriate department with special care for confidential information

· In case of on line data entry
3. End users can be more effective since online entry can carry out a wide range of online checks to perform basic verification of the input data;
4. (ex) checking for range, format, limits, and specific values 

· Entry staff should maintain confidentiality

Data Administrator

1. define and maintain the data structures in the database system.

2. Responsible for the security and information classification of the shared data stored on database system

3. database implementation

4. set and implement database controls
5. monitor database usage, collect performance statistics and tune the database

6. define and initiating back up and recovery procedures
User/Client

1. establishment of the goals of a specific database project

2. providing the database developers with access to all information needed for project development

3. review and regularly scrutiny of the developer's work
Managers of Users 

1. should ensure that data are authorized, accurate, and complete when entered into the 
Librarian

2. record, issue, receive and safeguard all program and data files that are maintained on computer tapes and/or disks in and IPF(Information Processing Facility)

3. crucial position; many organizations provide additional support for this function through the use of software , that assists in maintaining the inventory as well as manages the movement of the tape reels and cartridges. The use of library control software also helps to maintain version control and configuration management of data and programs.

Content Building Activities
Data Preparation

Encoding

Proofreading and Editing

Approval ; Data quality checking
& Publishing information 

1. Data Preparation.
· Identifying your sources of information (source documents), coding data taken from these sources into a data entry form, and indexing (assigning of keywords, note that assigning keywords organizations use an controlled list of vocabularies or what they call Descriptors or Keyword index, like Isis Int'l, i think they are doing a book of Descriptors for use of the women organizations) the document.

· Who ? ( the indexer who culls out the data from data sources into data entry forms

2.  Encoding

· Inputting data from data entry form into the computer

· Who ? ( the indexer who culls out the data from data sources into data entry forms

3. Proofreading and Editing
· Checking the inputs if correct based on the data entry form, thereafter doing editing.

· Who? ( the editor or the database administrator

4. Approval and publishing information for retrieval
· Final checking of input records and approval
· Note that if you do not have quality control measures on your data, your database falls into a GIGO (garbage in, garbage out) bad practice.
· Who? ( the database administrator
Related Data Security Issues

For security, following considerations should be required in all steps!!

1. Different persons should be involved within the department or organization. This actors has to be taken in context of the size of organization. 

For example: The only present people doing the task is the encoder and database administrator
For very small with few staff ; they have the encoding, indexing and database administration only done by one person.  
2. Ensure the quality of data
These activities should really be done by more than one person
Two would be good for small organization with small quantity of resources
why ? (  by having more than one person assigned to different roles, you'd be able to check and correct your records.
Ex) key verification

3. In case of outsourcing

If the organization has lots of data and the organization has few staff but has the funds to pay contracted jobs. Alternative sources like getting contractual individuals for indexing only or encoding only. 
**Quality checking should really be done by someone in the organization (or head of resource center). ** 
For contractual individuals, normally, they are paid per record or document that they submit
For example: in case of an organization from the Philippines who asks other people to do indexing, and they get paid per document index -- 25 pesos (Philippine currency) or .30 cents (US currency).  
Sometimes, outsourcing companies have rates for different tasks like encoding.

Note for Lecturer: Outsourcing Process. I know in your organization you also have this kind of mechanism or process. You can also relate your organizations experience and scenario with regards to information building.

Data Quality control

Types of authorization 

Input authorization:
1. Signature on Batch forms provide evidence of proper authorization.
2. Online Access Controls ensure that only authorized individuals may access data or perform sensitive functions.
3. Unique passwords are necessary to ensure that access authorization cannot be compromised through use of another individual’s authorized data access. 
4. Terminal identification can be used to limit input to specific terminals as well as to individuals. Terminals can be equipped with hardware that transmits a unique identification such as serial number that is authenticated by the system.
5. Source documents are the forms used to record data. A source document may be a piece of paper, a turnaround document or an image displayed for online data input. It increases the speed and accuracy with which data can be recorded, controls work flow, facilitates the preparation of the data in machine readable form for pattern recognition devices, increases the speed and accuracy with which data can be read and facilitates subsequent reference checking.
Batch Controls and Balancing:

1. Total Monetary Amount: Verification that the total monetary value of items processed equals the total monetary values of the batch documents
2. Total Items: Verification that the number of items included on each document in the batch agrees to the total number of items processed.
3. Total Documents: Verification that the total number of documents in the batch equals the total number of documents processed.
4. Hash Totals: Verification that a predetermined numeric field existing for all documents in a batch agrees with the total of documents processed.
Data Validation and Editing:

1. Data Validation identifies data errors, incomplete or missing data and inconsistencies among related data items. Front-end data editing and validation can be performed if intelligent terminals are used
2. Edit controls are preventative controls that are used in a program before data are processed. If the edit control is not in place or does not work effectively, this may cause processing of inaccurate data.
Edits
Descriptions

Sequence Check
The control number follows sequentially and any control numbers out of sequence or duplicated are rejected or noted on an exception report for follow-up purposes.

Limit check
Data should not exceed a predetermined amount.

Range Check
Data should be within a predetermined range of values.

Validity Check
Programmed Checking of the data validity in accordance with predetermined criteria.

Table Look-ups
Input data complies with predetermined criteria maintained in a computerized table of possible values.

Existence Check
Data are entered correctly and agree with valid predetermined criteria.

Key Verification
Keying-in Process is repeated by a separate individual using a machine that compares the original keystrokes to the repeated keyed input.

Check Digit
A numeric value that has been calculated mathematically is added to data to ensure that the original data have not been altered or an incorrect but valid value substituted. This controls is effective in detecting transposition and transcription errors.

Information Retrieval

Topics for Discussion: policies and strategies of retrieving or distributing information.

1. How to retrieve records (relate to specific applications software used by the organization),

2. Do you have policies with regards to retrieving information you built?

e.g. Do you want to make it publicly available? 

3. Do you want only members of the network to access the information? 

4. Do you only want to limit organizations’ staff and your resource center clients who are visiting your resource center to retrieve the information?
5. What are the standard methods used to rate the effectiveness of information retrieval?   Based on these methods, how effective are the current systems that support information retrieval on the WWW?  Do you believe that the current search engine sites are likely to continue to be useful into the future? 

6. What are the methods employed by existing search engines for indexing the WWW?  As the WWW grows, do you believe these brute force methods are likely to continue to work, or will the break down?  As of today, how long does it take for important new Web pages to appear in search engine indices? 

Tools for Information Building

WENDY

1. What is WENDY?

WENDY stands for Women's Electronic Network Training Directory dB . 

WENDY is an online customized directory application for WENT. WENDY provides the central working station the facility for the tasks of acquiring, editing, removing, searching, as well as printing information on an individual like the individual's personal profile, organization affiliation, interests, and expertise. It enables the user to be able to organize this information like using an ordinary directory minus the hassle of maintaining this information manually. 
2. The tasks that you can do with WENDY 

Most if not all of us maintain a personal directory of our friends and contacts. Most Offices also maintains a directory of their employees; but maintaining such directories particularly large ones are very time consuming.
With WENDY this is substantially minimized if not eliminated. Maintaining a directory of your personal or employee contacts has never been this easy plus the fact that this information can be viewed online using a regular Internet browser.


Imagine the time and the trouble it would save you and/or your company when it comes to maintaining contacts on your directory. This is also useful when it comes to searching for a contact using a particular field. Imagine searching through your database for people who are based in a particular country, people with the same interest, people with the same expertise, people who belong to the same organisation or search by their last and first names. 

All these and more can be done using an easy to learn online application. So what are you waiting for install the latest version of WENDY and experience the fun and the ease of maintaining your personal / corporate online directory.

3. Advantages of using WENDY

· CONVENIENCE - most of us would love to have a complete list of all of our contacts and friends and who wouldn't? But when it comes to actually doing it only a few manages to accomplish this. The primary reason for such is due to the fact that most of us don't have time or the energy to do it. With WENDY the task of maintaining a current, up to date directory of our contacts is minimized.

· AVAILABILITY/ACCESSIBILITY - with the advent of the Internet anyone could actually do it in the comfort of his or her own living room. This is also good for those people who always travel and wants to keep a list of their contacts wherever they go. 

· COST - since WENDY is freeware there is actually no need for you to pay for anything. Anybody could simply ask for a copy of WENDY and install it on his or her workstation. 

· INTEGRITY OF DATA - WENDY uses the latest in open system development to ensure the integrity of the data being processed as well as the latest techniques in web programming. The developers employed LINUX MANDRAKE, PHP4, and MySQL technologies.

· MINIMIZATION OF DATA LOSS - because of the use of computer the percentage of data being lost is greatly minimized.

· STORAGE - unlike conventional directories, an electronic / online directory also gives its users a better way of storing data. The length of storing the data and the size of the data that can be stored is greatly increased. 

· SIMPLICITY - the developers of WENDY also gave ample importance to the user-friendliness of the application's interface, ensuring the users of the system the simplicity of every module of WENDY.

4. WENDY Components 

Add record 

The Add record component provides functions for recording new contacts.  It also provides a facility for the user to add other than personal information of the contact but also his/her organisation affiliation, expertise, and interest.
Edit record

The Edit record component provides functions for editing existing contacts.  It also provides a facility for the user to edit other than personal information of the contact but also his/her organisation affiliation, expertise, and interest. 

Delete record

The Delete record component provides functions for deleting existing contacts.  

Search record

The search record component provides functions for searching existing contacts within the WENDY database.  A search can be done by simply typing-in the required information based on the type of search being employed.  The user can search by Name, Country, Organisation Affiliation, Interest, and Expertise.

Reference:

Certified Information System Audit Technical Review 2000, http://www.isaca.org
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