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Text A
How Is Information Organized

As you are reading the materials that we’ve gathered together for this course, you are assimilating
information. What you’ve just read is information that you will keep in short term memory until you
decide if it is worth keeping for a longer time. Regardless of how long you keep it, we will keep it
available for you to return to later or for future students to read and assimilate at a later date. We’ve
made arrangements in a computer system to organize and store our information so that it is available for
later use. This isn’t always the case with information, though. Not everything is stored online, and, even
if it is stored online, there is no guarantee that the information that you see today will still be there next
week, and there is no guarantee that the material will be organized in a logical manner that will facilitate
your finding it again.

Wow! Information sure is difficult to deal with, isn’t it?

Well, let’s not worry about how difficult it is to deal with information storage and retrieval at this
stage of the game. Right now, let’s just look at what information is and how libraries and solid research

skills help you get the information you need.
1. What Is Information

Well, in human terms and in the broadest sense, information is anything that you are capable of
perceiving. This can include written communications, spoken communications, photographs, art, music,
and nearly anything that is perceptible. This really includes an enormous assortment of stimuli, but,
realistically, everything we come in contact with is capable of providing and does provide us with some
sort of information. So we are essentially minute organisms afloat in a sea of information.

For this course, and for the academic climate in which you are now situated, we’ll focus on
information as materials that have been stored in one manner or another that can educate us to a better
understanding of our world. Information, then, is anything that can be documented in any form that can
then be referred to later as means to understanding and to building new information. This course, for
example, provides you with information that will help you to find, sort through, and interpret other
information. In short, we have quite an undertaking ahead of us, since there is so much information to be

had. But, take heart. We will succeed in our endeavors.
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2. How Is Information Organized

If we consider information in the sense of all stimuli as information, then we can’t really find
organization in all cases. Your experience of the world may have some organization to it in that you plan
trips and relationships and other daily activities, but you still have little control over what information
you will receive even with the best planning and even in the most controlled environments. Information
is one thing that no one has ever figured out how to kill.

If we examine information in the sense discussed here, then we can limit our focus and find
patterns of organization for most of the information that we will need to find and use.

Traditionally, in libraries, information was contained in books, periodicals, newspapers, and other
types of recorded media. It was accessible through a library’s catalog and with the assistance of indexes,
in the case of periodical and newspaper articles. Much of this is still true, but the means by which we
discover organization have changed. We no longer consult a card catalog for information about a
library’s collection of information. We no longer consult a printed “Reader’s Guide” for information on
where to find articles about a certain subject. Most of these previously time-consuming tasks have been
sped up by computerized “information systems” . We still find information stored in libraries, and it is
very well organized. We still find information stored in periodicals, newspapers, and other media, and
these sources of information have their own systems of organization. The problem for most researchers
1s not that the information doesn’t exist in a library or in a journal or in a magazine or in a motion
picture, but that they have yet to discover the organizing principles that are designed to help them find
the information they need.

For library materials, the organizing principle is a detailed subject classification system available for
searching in an online “catalog” . For journal articles, the organizing mechanism is typically an online
indexing and/or abstracting system that allows researchers to access information by subject or by some
other scheme. For newspaper articles, the organizing mechanism is typically an online indexing and/or
abstracting system that allows researchers to access in a variety of means. The one thing common to all of
these access systems is organization. People, experts in their fields, have taken the time and trouble to
organize access to all the stored information that they can get their hands on in order to make it searchable
and accessible to other people. In short, accessing good information is not just as simple as pointing your
browser to Altavista or HotBot. Computers can help us to organize information and can even automate
indexing and cataloging, but all of our accesses are ultimately created by other people. In short, finding
information deliberately rather than serendipitously relies on many people describing myriad bits of
information in a systematic manner that can be addressed consistently in an organized system.

Fortunately, for researchers, this organizing drive has been characteristic of people throughout
history. History, itself, is something people have created and kept, hopefully as a means for teaching
future people what to do and what not to do. So, when you click your mouse on a resource on the
Internet and think that it is so wonderful, keep in mind that it is even more wonderful than you can
imagine, but that there are also even better ways to find reliable information than just following any link
that anyone happens to stick on the Internet.

Yes, you can find myriad sources of information online for free, but many of the materials that you
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can really count on are not freely available, so you need to rely on organization, cataloging and indexing

to take advantage of those “heavy duty” sources. And you can rely on libraries to continue to provide you

with materials that you may never be able to access freely on the Internet. Information and organizing

information is what libraries are about.

organize
material
assimilate
regardless
arrangement

store

guarantee

logical
manner
facilitate
semester

enroll

communication
perceptible
enormous
assortment
essentially
academic
situate
document

sort

interpret
undertaking

endeavor

experience
environment

plan
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focus on £
in short a2, B2
take heart [
figure out fk, HE, 9B, Fith
in the case of JEnsesss oL T
speed up o, ik
take (the) trouble ROTiik; Amehs
in order to RT
rely on EE, f5Hi, 52
count on W, 83
be able to g, &

Notes

[1] What you’ve just read is information that you will keep in short term memory until you decide if it is
worth keeping for a longer time.

A/] 5, What you’ve just read f&=—1~F i M 5] , that you will keep in short term memory until you
decide if it is worth keeping for a longer time J&— > 15 M 4], B FIFR & 1% information., 7£1%4E
EM A, until you decide if it is worth keeping for a longer time S [LRIEM A, BAMEIHIE will
keep. TEIZAT[APIRIE M A)rR, M A] if it is worth keeping for a longer time {f decide HIEE1E .

[2] Not everything is stored online, and, even if it is stored online, there is no guarantee that the
information that you saw today will still be there next week, and there is no guarantee that the material
will be organized in a logical manner that will facilitate your finding it again.

AR]H, Not everything is stored online f=— M Psr HEM AT, BEEE “FFERA N A TAHER
LA . even if 51 % T — M iEARIENG], BREJE “BIffi7, that you saw today JE5ETE M,
B FMIPR 7€ the information. that will facilitate your finding it again thJ2EiE M), BEMFIFRE a
logical manner.

[3] The problem for most researchers is not that the information doesn’t exist in a library or in a journal
or in a magazine or in a motion picture, but that they have yet to discover the organizing principles that
are designed to help them find the information they need.

A/, The problem for most researchers J& F1%, is J5 i AUFF4 215 . not that---but that
EEE CGfEE- BT Reeee ", that are designed to help them find the information they need J& 1%
Ma), EHFIFRE the organizing principles. fEIZETEMN T, they need ZETH NG, BIiFIRE
‘E R K the information,

[4] People, experts in their fields, have taken the time and trouble to organize access to all the stored
information that they can get their hands on in order to make it searchable and accessible to other people.

A/mjH, that they can get their hands on J2E1H M 7], BHiFIPRE all the stored information,, in
order to make it searchable and accessible to other people 1F H f#:{Ri&, it 45 all the stored information.,

take the time and trouble to do sth. (B E I “1F # 0 B Ak i st ss
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Exercises

[ Ex.1 ] MHEERSCHES, I LR ),

What is information in human terms and in the broadest sense?

What does information include?

What happens if we consider information in the sense of all stimuli as information?
Can anyone kill information?

Where was information contained in libraries traditionally? How did people access it?
What speeds up most of these previously time-consuming tasks?

What is the problem for most researchers now to find information?

For library materials, what is the organizing principle?

holii b B U e

What is the one thing common to all of the access systems mentioned?

10. Is accessing good information just as simple as pointing your browser to Altavista or HotBot?

[ Ex.2 ] MR¥a45 th A DGR SCRIMLE BRI S HhAEN 965 ], SRl s R e it .

n. BE, K&, B4 R r
n. HUCEE, Plta, HL m
adj. TFAR, FORFRMER, LRI c
n. %, R c
n. g, 7=, B, I m
n. 30, A d
vi. fERE, L i
vt. EZhME, AhRE a
n. 7%k a
no BN, JEO, TR p
n. HEA, HE a
n. &vt. i), FFEL a
n. WYEES, WEHARRA b
n. H c
n. &5l i
n. MR, JEE, B1vE, B m
n. WK, A5 m
n. EHE, BCHE, TR S

[ Ex.3 ] LT 5a)F#RE R,

1. Some people believe that leadership occurs only at the top levels of organizations and managing
occurs at the levels farther down the organizations.

2. A project manager is in charge of developing a certain project.

3. A functional manager is in charge of a major function.

4. Similarly, a product line manager is in charge of a group of closely-related products.
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5. The term “supervisor” typically refers to one’s immediate superior in the workplace, that is, the

person whom you report directly to in the organization.

6. A key issue in accomplishing the goals identified in the planning process is structuring the
work of the organization.

7. The purpose of the organizing function is to make the best use of the organization’s resources to
achieve organizational goals.

8. The formal organization can be seen and represented in chart form.

9. The informal organization is the network, unrelated to the firm’s formal authority structure, of social
interactions among its employees.

10. The supervisor must realize that the informal organization affects the formal organization.

[ Ex.4 ] W3] s 24 iy )34

crucial Internet statistics theory crossroads

mobile lossless engineering measures compression

Applications of fundamental topics of information theory include _ 1  data compression (e.g.
ZIP files), lossy data _ 2 (e.g. MP3s), and channel coding (e.g. for DSL lines). The field is at the
_ 3  of mathematics, _ 4 , computer science, physics, neurobiology, and electrica _ 5 . Its
impact has been _ 6  to the success of the Voyager missions to deep space, invention of the CD,
feasibility of _ 7  phones, development of the _ 8 , study of linguistics and of human perception,
understanding of black holes, and numerous other fields. Important sub-fields of information _ 9 are
source coding, channel coding, algorithmic complexity theory, algorithmic information theory, and

10 of information.

Text B
What Is Information Design

Information design has arguably been around since humans were scribbling on cave walls, but the
term has only gathered recognition within the last 25 years. For those of you not familiar with the term
information design, the Society of Technical Communicators Special Interest Group on Information
Design provides the following definition:

“The field of information design applies traditional and evolving design principles to the process of
translating complex, unorganized, or unstructured data into valuable, meaningful information. The
practice of information design requires an interdisciplinary approach which combines skills in graphic
design, writing and editing, instructional design, human performance technology, and human factors.”

If we apply this definition broadly, it means that virtually anything written or drawn would fall
under the heading of information design. Both traditional offline documents (e.g. advertisements,
marketing collateral, technical documentation) and new media online documents (e.g. websites, product

user interfaces) match the description. Frankly, it seems reasonable to assume that any type of
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information should be carefully planned and executed in order to meet the needs of the target audience.

Furthermore, with the electronic delivery of information and the Internet, information is becoming
more complex. In the past, information was designed for a single output. Today, through the use of these
technologies, information is being designed for display in multiple outputs. For example, the traditional
product specification can now be delivered on multiple media, using technologies to address multiple
audiences. The product specification may be delivered in multiple forms: as a paper-based spec sheet, as
a section in a user guide or technical manual, as part of a web page, and even inside the product user
interface.

So it stands to reason that the demand for information design and information designers will only
increase as businesses continue to deliver their information in multiple forms using multiple
technologies. And this demand will only grow as we invent additional ways to deliver information to

consumers using new technologies.
Who Are Today’s Information Designers

So if there is so much demand for information design, where are all the information designers? It
turns out that they are out there, in the business world, hiding under different names. Today, the practice
of information design requires multiple skills such as graphic design, human factors design, writing and
programming. As a result, it is fair to say that anyone who possesses any one of these skills (e.g. graphic
designers, copywriters, technical writers, user interface designers, web developers) can justifiably call

himself or herself an information designer.

Who Are Tomorrow’s Information Designers

Herein lies the dilemma. If these people really are information designers, shouldn’t they be able to
perform a variety of these skills? Using the definition above, if you were hiring an information designer,
wouldn’t you ideally want them to have at least some degree of skill in information organization,
graphic design, writing, screen layout, web client-server scripting, human-computer interaction design,
instructional design and usability testing?

While there are varied opinions on the answer to this question, we believe that the next generation
of information designers will learn, practice and perfect several of the skills currently performed by
multiple people. Over the long term, we believe there will be a skill convergence as people slowly add
new skills to their personal inventory. In effect, they will become “workplace chameleons” switching
from one skill to another depending upon the project requirements and timings.

Over time, we believe that this combination of skills will become the norm and may even become
mandatory for many information design positions. Given the current economic climate, employers are
already demanding more from their prospective new hires. As evidence of this trend, look at the career
section in your local newspaper and you will see that employers are now asking for combination skill
sets for many jobs. Companies are looking for people who can simultaneously write, design and develop
websites. With a small amount of cross-training, many of today’s information designers could position

themselves for these multi-skilled jobs.
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Why Should You Care

Frankly, the answer to this question depends on who you are. If you’re an existing information
designer, you should be thinking about this evolution from both a financial and job security perspective.
If you’re an employer, you should be looking at it from a productivity and financial perspective.

Consider the case of the information design contractor. We believe that adding new skills to your
inventory will enable you to command a higher salary. As a contractor, you become the “cream of the
crop” . Many years ago, I ran a consulting business that specialized in the writing and design of both
print and online information. With multiple skills, I was able to charge approximately 50% more than
my competitors for my services and was never out of work. Why? Because my clients understood that
they could single-source the job rather than having to source a writer, a designer and a programmer. In
effect, they were getting the work of three for the price of one-and-a-half and they didn’t have to deal
with the logistical headaches of managing three people. The same model is even more appropriate in
today’s economic environment.

As an employee, the same holds true and you have the added bonus of increasing your job security.
Multiple skills make you more immune from layoffs. Think about it—who would you layoff? Robin
who knows how to write, design and script the website or Jeff who writes well but can’t design or script
to save his life? The answer is obvious. Unless Jeff is a budding “Shakespeare”, he’ll probably end up as
a roadkill on the information highway.

From an employer’s perspective, the answer to the question is even more obvious. Who would you
rather employ? A person who can perform one skill or a person who can perform multiple skills?

From a cost perspective, you may end up paying a little bit more (or in this economy, maybe the same) ;
but from a management perspective, you will be saving a whole lot of time and trouble. For example,
imagine you are a project leader and you are assembling a project team. Think about the logistical problems
associated with assembling and managing a team in order to deliver one online and offline document.

Now, think about your employee attrition strategy for a moment. Today, if the graphic designer
quits, three other people and the project are affected by the departure. Tomorrow, if you have several
people with multiple skills, the problem becomes one of scheduling while you re-balance the workload

instead of a disaster recovery program while you find a person capable of performing the skill.

What Does All This Mean

Despite the recent “dotcom” stock market meltdown, the Internet is clearly here to stay. In fact, the
Internet is still growing at a stunning 46% per year. Ironically, the article I have referenced here laments
the fact that Internet growth is slowing. Frankly, most CEOs would be in ecstasy over these “slow”
growth rates. This means that most companies have now doubled their information design requirements.
Whether they like it or not, they must now feed two media beasts: traditional print media and new
electronic media.

In the long term, this will translate into increased market demand for those who possess
information design skills. For those individuals who are flexible and savvy enough to add multiple skills

to their inventory, it stands to reason that the next decade promises to be at least as rewarding as the last.




— | REEBELUEERE (WEESH Z34)|

10

arguably
scribble

recognition

familiar

interdisciplinary
instructional
virtually
advertisement
collateral
frankly
furthermore
delivery
specification
invent

possess
justifiable
convergence
chameleon
mandatory
demanding
simultaneously
contractor
approximately
bonus
immune
layoff
attrition
meltdown
ironically

lament

ecstasy
decade

rewarding

[ 'a:gjuabli ]
[ 'skribl ]

[ rekag'nifan ]
[ fo'milia ]

Jinta'disiplineri |
in'strakfanal ]
'vo:tjuali |
ad've:tismant |
ka'leetoral |
freenkli |
fe:da'mo: ]
di'liveri |

[

[

[

[

[

[

[

[

[ spesifi'keifan ]

[in'vent |

[ pa'zes |

[ 'dzastifaisbl |

[ ken've:d3zens |

[ ka'mi:ljen ]

[ 'meendatari |

[ di'ma:ndin |

[ simal'teiniasly ]

[ kan'treekts |
sproksi'matli |
'baunas |

[

[

[ i'mju:n ]
[ leio:f ]

[ o'trifon ]

[ 'meltdaun ]
[ ai'ronikali |

[ la'ment |

[ 'ekstasi |
[ 'dekeid ]
[ ri'wa:din |

New Words

adv. AJiEIEHY

n. WG, RS
vi. &vi. FEHE, §LE

n BEE, AN, EM, FIH, H5
adj. BEH, WK

n. HBK, B

adj. “FRHEIR, BE¥FHY

adj. F89W, HEW

adv. HF L, L

n. R, 0T

adji. BMIER), MR

adv. HWEHL, FiH

adv. AL, MH

n. i, 2&ft, 3cht

n. TER; BiAg, UABIR, MG
vi. KW, Bl

v. 5H, WA, FE; 84, X
adj. FHHHM

n. &, BE

n. "EE

adj. MW, SREI; FEEW
adj. EEREM, FERM

adv. [FlATHL

n. AN, EKEA

adv. I, K2y

n. ¥4, 4F

adj. PR

n. fERE; FEEEIL Rk
n. HiFE, FEHE, BE

n. MK¥ES

adv. BLBLTEHE, PR HY

vi. MR, 3B

n. b
n. A%, =
w T,

adj. MEW, Ak, EBE
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Phrases

fall under JFAceeees A5, B Hgeeeen me, =3
stands to reason A,
turns out A, HERRE, ik
as a result EAES
in effect Shrb, FEE, B
depend upon K&, ET
over time it 5 s 1] g ot 2=
end up R
be in ecstasy over Xof e oo e U PR 2K
instead of RE, mMAR
at least £

Abbreviations
CEO ( Chief Executive Officer ) PATRE, BFPITE

Exercises

[ Ex.5 ] A48 SCE AT 4R i 5 o] 25 ) AL

1. When has information design gathered recognition?

2. What does information design mean according to the Society of Technical Communicators Special
Interest Group on Information Design?

What happens to information with the electronic delivery of information and the Internet?

What does the practice of information design require today?

What will the next generation of information designers do?

What will the next generation of information designers become?

N B & e

What should you do if you’re an existing information designer? What should you do if you’re an
employer?

8. In the case of the information design contractor, what do we believe?

9. What are the two media beasts that most companies must feed now?

10. What does the next decade promise to be for those individuals who are flexible and savvy enough to

add multiple skills to their inventory?

Reading Material
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