Syllabus - Business Information System Administration 

Information concepts


Levels of information


Use of information for control


Recording and forecasting


Decision marking 


Handling Business Data 

Management Information Systems 


Basic concepts of date storage and retrieval


Information processing 


Management of Information Systems

Transaction processing and decision support systems


Files and records


Transaction and master files 


Files and characters


Files updating 


Maintenance and enquiry


Ways of organising and accessing files


Date bases and processing 


Method of date processing 


Office Automation Policies and Planning 

Impact of automation on an organisation 


Work methods


Staff requirements


Planning and decision making 


Electronic Commerce

How the internet works


Security and integrity issues


Security risks in E-commerce


Relevant legislation 

Electronics Transactions Act


