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Introduction
The companies of UK are not only operating within the vicinity of UK, but these companies are also serving different consumers worldwide. These companies have also managed the allocation of information and knowledge within a tactful manner which is important since the larger part of the tasks carried out by the companies includes information sharing with their employees. This report has provided a detailed representation of the knowledge and information management skills within the workplace and the needs for this process to ensure that we find out and apply the right form of management information systems. The company that has been selected for this discussion is  Barclays Bank within the UK and the report also focuses on the issues that are associated with making the different employees more knowledgeable, reliable, capable and on  the process of knowledge management to bring development within the company Barclays Bank.And my primary date has been collected from a (Barclays Bank employee ) and from this it has enable to to get a better understanding  of my  assignmentand and how to go about layerings I out. It has allowed me to have an open mine with data and knowledge / information as I was not to sure about in the beginning. 
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The process 
 Information source is a very important key source that has been used for many of years but in very different way to how we use it in today’s society like for example from which the raw data is collected by the employees within the company Barclays plc UK and from this information where this data is collected, the companies and their employees they are able to use the different  various available software to analyze the information so they are able to  turn it into readable data. For the company.  Barclays plc has been involved within this practice since 1987 but in a very different way for example. In 1966 Barclays Bank brought out a debit card But then Barclays wanted to make it more easier for customers to access their funds  more quickly and electronically So (Barclays Bank plc then introduced their the uk’s first visa debit card in (1987) and called it Connect ) this was to help speed up the amount of cheques that customers were depositing specially within the 60s and 70s the bank fought this would be a better and much more efficient way of banking  as it would help them to speed up the processing side and time of pushing  money through the banking system much more quickly and efficiently. (media.barclays.co.uk) like company now a days they have to undergo a lot more work like sharing the balance -sheet, transfers, withdrawals, deposits, monthly and annual transactions made from all their different customers when such transactions occur within the bank. The company they are  also required to provide the customers with the different types of information over the ledgers, amount, money, time and dates, and various cash or check payments etc that are associated with their transactions as this process keeps the clients notified, very informed and well up to date over the transactions that are made by themselves and the bank (Van Krevelen et al, 2010). The companies also thoroughly analyses the bank statements and then present the information to their consumers within a form of monthly balances, statement and text statement alerts on there phones / electrical devices within theof presenting using this type of banking information it is more easily interpreted by the clients for the bank. 



The preferred procedures of the companies 
· The companies use these preferred procedures to attain the source of information where the main data are analyzed. 
·  For the company the Barclays bank plc, they at first require the credentials and the personal information of their clients in providing them with the right  account that is best suited for them and from this is were the  information data on them  consists of the name, address, occupation and other private information of the client that are stored within  the company database.
· Hence, within this scenario of Barclays bank plc, the personal private information for the clients can be seen through the main data that are processed by the banks and these are also used by different companies when providing the best banking services to their consumers. 
The process of data input
 Companies such as Barclays bank plc are required to always using the acquired raw data and then turn that data into relevant and readable information that can be used. In order for this process to be successful, the companies are required to turn the raw data into relevant data as well. The diagram shows the process within a clearer manner (Goguely, 2010). As seen from the data below, the key data that are used by Barclays bank plc, are always within unprocessed form and the data also goes through several stages before this is presented to the clients within a formal manner. The formal presentation of the raw data is also considered as the output of the data and for the company Barclays bank plc, the output will be the balance sheet that they provide to their different clients. 
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The data 
The raw facts and figure that are also considered as the data that has not yet been processed and this is been observed by the different types of employees for the bank. The preliminary form of the data remains within haphazard forms that are collected from various different available sources by using this process interviews and other available procedures. The classification of the data is placed under three groups and these include; the symbols that are non-random, the numbers that are observed by witnessing any event, the recording process is also used by different various banks for storing and collecting the raw data so that it can be processed  and interpreted by the user for the data  then making it easier to understand for the users so it can be determine if it is meaningful information, data that is needed.
Information 
The data is then processed into a form of information by the designated auditors of the company and then this processed information is then presented in an organised form (O’Dell et al, 2011). The factors that are related to information is also associated with providing meaning to the data where the processing includes the purposes and this also allows the intended reader to decipher the data that has been represented to them. 
Knowledge 
The knowledge makes connection among the data, information and wisdom and this process can easily be  explained by solipsism and this will  indicates that the people covered their ideologies inside their mind hence; the knowledge can be seen as an important aspect since this allows the all different types of people to process the information and also share the information worldwide with others. 
Wisdom 
 Wisdom is one of the crucial aspects for all these three components and the wisdom has also been used to associated with the capability of the people for processing the information. The aspects of data, information and wisdom are very connected to each other and these are presented to the readers. For the company Barclays bank plc, theses aspects are analysed by the auditors of the company and the information is then presented to the clients of the company that work for the organisation as well (Akçayır et al, 2017). On the other hand, the employees of these organisations are also required to have the related wisdom to change these data into information and this also involves making the inclusion of the managers of the company and the employees when the information is presented to the clients of the company Barclays bank plc. 
[bookmark: _Toc16362124]The overload and overflow of information

The overload of information 
· The key idea behind the information overload is that, an individual is presented with information that is too intricate for them to understand which then in turn is driven by less cognitive competency of any person (man or child) to store any form of information. 
· The individuals may also become incompetent to decipher any form of information due to their low cognitive competency. 
· A number of individuals can also play a big role for deciphering the information that has been presented to them and this is mainly related to their understanding of any problem and then making meaning of the problem that has been presented in front of them. 
·  The noise is also one of the reasons that can lead to information overload (Hussain et al, 1992). The noise in the case of the business process can include haphazard presentation of the data or the glitch that may occur in the software when the information is transmitted to the receivers. 
· The individuals or the receivers of the data are also required to have the capability to store the data that has been relayed to them and this also includes the competency of the individuals. 
· The companies such as Barclays bank plc are also required to use the process of MIS and this also helped the companies to store and share large number of information and data as well. 
·  The system of EPOS is also used and they upgraded by the use of software so that more data can be stored by the company Barclays bank plc. 
The overflow of information 
· The information process includes the direction for the flow of the information of any organisations. 
· The hierarchy process is very included, when the companies are using the information flow where the inclusion of the top management is made to share the information with the rest of the members of the workforce. 
· The information flow is not confined to the business organisations and hence this it is used with practiced by the companies with their clients. 
· The companies also use the blogs and the Organisational websites to ensure the flow of the information to their clients by the use of the internet as well. 
·  The companies such as Barclays bank plc also have their own database software which allows them to make the flow of the information within an easier manner. 
· The changes have also occurred over the methods that are implemented by the companies to share information (Lilley et al, 2004). The corporate networks and the commercial file hosting services are also involved in ensuring the flow of the information that are shared with their employees. 
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The valuable and invaluable information
This is certain that the information that is shared with the involved parties can be both valuable and invaluable and as for the invaluable information, they tend to waste the time of the employees of the organization. Conversely, the valuable information is always seen with higher importance by the involved parties such as the employees and the clients. Hence, the companies such as the Barclays bank plc are required to ensure that the most relevant form of information are presented to their customers and the employees are also required to ensure that the collect data are stored.
The following graph shows one of the financial data for Barclays Bank that have been found on IBES. Sometimes data like these can help the management to decide on what the bank has to do in certain situations.
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Figure: Data of Barclays Bank
The high-quality data 
The high-quality data also has significance and for forwarding with this process the company is required to have goals that are defined and they are also required to utilize the planning for capturing the most relevant form of data. 
· This also states the process of data points that includes higher value for the management of the company Barclays bank plc and hence the data capturing process is carried out by this process (Griseri, 2002). 
· The data capturing process also requires the help and support from the management when they provide the employees with the required facilities and this also includes capturing the data that are valuable to the company. 
The need for accurate data 
This is more important for the teams to ensure the accurate data entry and this also allows the company Barclays bank plc to state the main data that is not irrelevant. 
· The inaccurate data are always seen as a component and also the reason, that waste the time of both the receiver and sender of the data. 
· The selected company Barclays bank plc has been involved in processing handling the finances of their clients and hence the company requires the transmission of the most accurate data (Jain et al, 2012). 
· The company is also involved in designing and providing various financial schemes to their clients and due to this reason, the company has to ensure that the most accurate information of the clients is acquired.
The below data is an example of the importance of accuracy in the data when it comes to banks. The data comes from the isitdownrightnow.com which periodically changes its data depending on how much activity is going on in the website of the organisation, so in this case the following data is the most recent data taken when this report was being prepared which shows how much active the server of the bank has been. This can help users who visit this site to get the idea of whether or not the website for Barclays Bank is functional or not, as the state of the site of the organisation would indicate how much better the online service of the bank would be for the users.
[image: ]
Figure: Barclay’s Status History
It needs to be noted that this data is subject to change and it does not stay the same as the activity of the Barclay’s online service may go up or down which would determine its status. 
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The current processes that are used by the business organisations and the consumers have drastically changed and more sophisticated process are used by the companies to ensure that the data is stored correctly. 
· The Smartphone have changed the ways the data and information are stored and the process also ensures the safety for the data that has been stored(Alfaro et al, 2014).
· The global IT companies have been also playing a huge role for facilitating the clients and the companies with storing and sharing their personal and business data. 
· The advent of personal computers has also allowed the companies such as Barclays bank plc to use the hardware and the software to store the data and the information that are relevant. 
·  The software such as the cloud storage, Google and the Smartphone has been also used by the companies and the clients and the consumers in comparison to the earlier days of computing. 
Understanding the consumer needs 
· The companies are required to analyse the needs of the consumers and the companies as well to remain constantly informed over their needs and wants. The procedure has been also stated as the codification and the personal interaction. 
· The companies can also use the personal planning in the form of the information for the users and this also helps the companies to acquire the information that are contextual. 
· The effectiveness of the codification strategy is also viewed here since they are capable to identify the information and the codified message are also stored so that the users can easily retrieve the information for later usage and this also helps in safeguarding the information. 
Using technology 
· The companies such as Barclays bank plc are inclining towards using the software that is offered by various different companies today. These companies include Google and Yahoo that are offering safer when emailing process for the companies to share information with their clients worldwide. 
· On the other hand, the companies such as Barclays bank plc are also using more effective form of software for the purpose of storing the data and also disseminating the data to the clients and the employees. The companies are required to have more extensive form of knowledge over data and information sharing and this includes using firewalls as a means to safeguard the information. The companies that are using the firewall are also keeping the private and confidential information safe from hackers. 
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The relevant search engines 
· The internet has been the key assistance for the users today for searching different form of relevant information and the internet also consist of billions of information that are stored and shared by the companies and their consumers. 
· The internet also consists of irrelevant information that is stored by the users and the companies as well (Alexander, 2011). Hence, this is important for the users today to select the most relevant information. For instances; Barclays bank plc and their users are required to select the most relevant information by classifying such information. 
The problem-solving quotient 
· The internet has been allowing the different users to find the information that they need. 
·  The keyword and the search box of the search engines such as Google have played a major role here that also lead to the users solving their problems by acquiring the right information. 
· The process of searching information is more related to typing the keywords that allows the users to find the relevant information to solve their problems (Van Krevelen et al, 2010). 
·  The Google manager also has proven to be a very helpful software for the users as the users such as the different clients of Barclays bank plc often uses the voice option to search for the information they need and also discover the most valuable information required. 
The use of intranet 
· The data and the information that are exclusive to the company Barclays bank plc are shared among their different employees by the use of the intranet. 
· The intranet allows the companies to utilise the integrated systems and the software in order to gain more information for the documentation process and the indexed file associated with the company. 
· The company Barclays bank plc is also required to give focus on the data entry and the storing of the different client’s information. 
· Hence, the employees of these companies are also required to gain higher knowledge for the purpose of using the intranet since having more knowledge over using the intranet it allows the employees for Barclays bank plc to understand the relevant usage of the software. 
· The intranet has been one of the systems that allow the companies to share the internal information of the companies within a prompt and accurate manner. 
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 The companies are continuously developing the process of information technology and this is also helping the companies to manage knowledge.  The expenses that are expanded are also brining the cost for digitalisation, which is turning to be zero and this also led to the collaboration among the people to be zero (Goguely, 2010). The distinctiveness is also seen for the agent of the evolution since new theories are always being introduced by them. They are making the inclusion of the identity and they work within accordance to their choice. Therefore, the moral codes and its practices is a component that is compulsory. This also assists the people to attain optimistic knowledge that are given to them by various different people that are included within the management of the knowledge. 
The knowledge management is more assisting the different users to continue being informed and this can be achieved by giving the different individuals the most relevant forms of training. The networking process and its increased usage is also witnessed today and the experts suggests that more individual will get involved within the practice of knowledge management (Akçayır et al, 2017). This also has been seen by the previous users of knowledge management and they are also helping the new users so that they become more familiar with knowledge management. 
Although, this is the responsibility of the companies that the technology can also led to misuse of the information as the information of the users can easily get leaked. The rival companies may also perform such unethical actions for gaining profit. Therefore, the balance is required to be made for the purpose of using technology and the other software that are substitute. The companies are also required to use the substitute technology for making cooperation among the employees and the clients of the companies such as Barclays bank plc. Therefore, from the above discussions this can be concurred that the technology has been very helpful for the companies such as Barclays bank plc, but the usage of technology also has certain setbacks. 
[bookmark: _Toc16362129]The information and the related risks
The management of information is more associated with lowering any form of risks that are associated with the information and this process also involves; the policy, procedures and the technology that are undertaken by the companies for lowering risks that are linked to the protection of the data. The information that are stated orally are also considered to be a very risky process when it comes to information sharing and this can be complicated by the users to decipher these information’s. On the other hand, for the organisations such as Barclays bank plc, the information can also consist of many types of threats from the hackers or staff members. The threats that are associated with information sharing are discussed within this part of the report. 
Sabotage
For companies such as the Barclays bank plc are now employing various employees that will go through a detailed and highly secure background check before they are positioned within the organisation.  But the rival companies may offer them with larger amount of bribes in exchange of secret information of the organisation. This is not only to be true buy it has been also been witnessed over a number of times over the years within the company that there are vigilantes that are capable to breaking the safe firewalls and steal the private information of the organisations such as the Barclays bank plc. The various hackers have been involved in using more perilous viruses that can contaminate the hub systems of the companies. But it is not just the hackers that can be involved with sabotage it also comes from the inside of working at Barclays Bank from there staff as their may be unhappy, depressed, unappreciated, disgruntled or just for greed or future gain purposes they have and will sabotage their jobs / workplace. (primary data from a member of management and staff for Barclays Bank uk 2019)
Natural disasters 
The natural phenomenons such as earthquakes are another reason that can cause damages to the information that has been stored (Lilley et al, 2004). These disasters are also capable of damaging the computers that are used by the office buildings. 
But, within the current scenario of the information age, the companies are less worried about the natural disasters since the companies are capable to store information inside the central Organisational software. 
Accidents 
The accidents are the major threats here for the companies and this can be also caused by the incompetency of the employees to use the backup files or their incompetency to use the virus protection software. This also should  be noted here that the financial institution such as;  Barclays bank plc when sensitively handling the personal information of their millions / billions of consumers worldwide and for this reason, this can become highly risky for the companies when retrieving these sensitively and being able to obtain the different classified information of their clients (O’Dell et al, 2011). But, within this case, the viruses and hacking can also be seen as one of the main reasons for damages that can occur within the company here. 
 Hence, the organisations such as Barclays bank plc are required to safeguarding their information more effectively and also when using the available resources to determined, Foresee and decrease the threats. 
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The ILM or the information life cycle management is the detailed process used by the companies for the purpose of ensuring the flow of the different information. At the preliminary stage, the information is made to the deleting of the information, when the information loses its value. The process of the information life cycle management is seen as a complex process because of the data age and the frequency of access that are involved within the existing practices for the information life cycle management. There have been three stages for this cycle and this is very compulsory for the employees of Barclays bank plc, to always remain knowledgeable over these cycles associated within the information and these have been explained below. 
The data is created and acquired
This is the first phase of the cycle and within this very stage the data is created by or for any individual. The data is categorised depending over its content and this can include using the file format such as the word file, the video files, the image files, the MS word file or the MS Excel files (Griseri, 2002). 
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Figure: Financial information of Barclays Bank
Source: statista.com
The figure shown above is an example of the financial data of the company which had been prepared using the Microsoft Excel. Usually the data within the MS Excel tends to hold more data and are saved within a file that can be accessed later by the authority of the organisation at any time. Some information such as this figure are sometimes created separately to share with external parties of the organisation.
These files have also been used for the transferrable files. For companies such as Barclays bank plc, that are involved within handling financial transaction for their clients that are required to use the excel file for providing their balance sheet, statements, overdrafts, money transfer, overseas account, Business accounts, etc to their clients. But there are a number of instances, where the company’s uses the links to the pages that are highly encrypted by security codes. 

The publishing of the data 
This is the second phase of the information life cycle as the verdict to publish the different data and the information solely depends over the shoulder of the creators of this information. For instance, a larger part of Barclays bank plc is involved within promotions for the policies and schemes that are designed for their clients and hence these parties that is being used. This will enable for the purpose of promoting these schemes. For companies such as the Barclays bank plc also release information for their stocks as this information are specially intended for their shareholders and the stakeholders. 
The retention or the deletion of the information 
[bookmark: _Toc16362131]This is the last stage for where the information and the stages for where the information can be either / removed or retained. This has to be clarified here that the information cannot always be totally removed since there are many users.They are responsible for saving the source for the data for their personal utilise (Hussain et al, 1992).For example; the company  Barclays bank plc sends the different accounts information off to their clients but the clients for the company are also involved within saving these personal data for their accounts. On the other hand, the excel sheets can also be viewed by using Gmail account, and Gmail drive. So that the data still exists after they have been eliminated from the main software of the organisation. 
Conclusion
The discussions that has been presented within the report indicates over the fact that companies of today that are operating within the UK, are required to give their concentration over the process for the different data entry and the parties are also needed when exchange the data securely. But this is also mandatory for the companies to carry out this process by following the regulations that are set by the government for the nations and this also ensures that the companies are able  to exchange the different types of data and information within a safer way. For the companies such as Barclays plc they are required to giving attention to detail when following the regulations associated with the different types of data and information when  sharing among themselves but the policies that are set by the company itself also plays a major part within this process of the workplace information and data sharing. 
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