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A rransactio 11 system may be defined as a routina method

for C ryir out cwL3in trcLeses. T the cxt:cnt that all offices

processi atever their work, werolativeiy rout

maA roncledc that every office has a transactional system. How

well I:, fu ctions and its level of sophistication, no doubt, varies

from -offirQ to ufii._ Th

iroasacticiiial system was dev

e of thi5. paper is to describe how

cc aad is operating for an Off

Institut:tonal Rreavch (OIR) that has no computer --pport.

--!r addresses the chi, ist.cs of a manual - non-

cowuter supported trauactorial system.

The OIR at Texas Southern U ive sity consists of a full-time

dirnctor infornatian specialist and secretary. It was established

iil1time b thn fall of 1973. The University per se is

an urban institution located in Houston, T a..s The instituti n has

a population of 8,500 students and 60 full-time faculty nembers. It

has a 0 schools and awards degrees in 105 acader.iic areas. 7he

highest degree awarded by Texas Southern University is the doct

degree in education

In 1975, the OIR transactional system was developed primarily

to inprove the internal management of the office. Essentially it i

ndard opieratiog procedure by which office work is monitored

:iation t its completion. It consists of three basic

coding, filing and routing. However, basic to theseproc

processes and, therefore, of pr y i.mportaice to the succes

the system is a clear delineation of the major activities of the

fic'



By pas

more . of the working hours of the sLafT thse major activities, were

specified. They are

.io hat office ctiitie cousurne 90% or

,oding to di:a revests, usually in the form

of qu tionrtairs, designing amd inplementing institutional research

ro iding cons1tant ices to fa lty and staff engaged in

research aictiw .

con:nittee act iti

Codi,,

and part4_cipa n a variety of University-wide

These p'oject activities werk2 lahled and assi, -ed two digit

numbers as fell - (01) Que tonna). es, (02) OIR Studies,

(03) Consulting, and (04) Committees. To account for proj'ect

activities that might not have been easily categorized into aoiy one

of these areas a fifth, project activity vas identified - (05) Special

Pr ectS

Although the way the staff spent its tmC wts elect ly deliae

the need for further refinement in the ceding process was obvious.

While .

it was true that one could identify am activity file by its

codm he could not irnmediateiy thl _ -vet the sourcP or --igin of the'

activity, or the total number of similar activities which haJ

accomplished for the given y ar, or the partic lar finest year when.

the activity took pJace. Thus he could not quickly d
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the identity

activity. These eon

prineipal staft pcon responsible for the

to the expansion of the two digit code

system into one of ten digits. (See Diagram I)

DIagram 1

Identification

Project Activity

Source ; Frequency

0 7

(3)

FY Year Investigator

(D)

7LT
b 1

This ten digit project activity number (PAN) is in etlsence a digi'al

filing system. Diagram I may be interpreted as an activity classified

as a questionnaire (02), for arded by a national association (03)
-

and as the seventh (07) such activity of this nature for the 1975 FY

a-d the principal inv stig tor is the office director (01).

The source digits (3) were fu ther refined for each f the

project activirics as shown ia Table. 1.



Table 1

Prole-et Activity Idontif_eati=on and Source Categories

01 - Questionnaires

(01) Federal
(02) State
(03) -National Assoeiatjon
(04).. Other

02 OIR Stud et-

(01) Requested
(02) ndatorv or assioned
(03) Self-initiated by OIR

Cousuitir

(01) Administra ' n

(02) Faculty
(03) Other

04 Co- ittees

(01) Regular
(02) Ad Hoc

.2fS111_1-Pjects

(01) Requested
(02) Mandated
(03) Self-ini ia ed



Iris important to n- e that only the director of the office

assigns a p. oject activity n _ber and title. This procedure enables

him to categorize the activity and control the assignment of staff

members to various activities. Upon receipt of the project activity

number end title, 1) the secretary enters this informatIon in her

master file, ( ) prepares a folder with a lable show ng the information,

3) places any materials received from the director which are related

to the activity in the folder and (4) gives it to the assigned staff

member for follo --thro gh.

All subsequent correspondence or materials related to a

coded activity are filed in the designated folder. When appropriate,

project activity numbers are written on the documents to facilitate

refiliug should they become dislocated from the project activity file.

Filing is done chronologically using the A, C. and D sets of digits

noted in Diagram 1.

Each staff member retains an office project activity-folder

containing a lIsting of all project activity numbers and titles.

Each month the secretary updates the Ifs' folders based on her

master file by typing new pages for the listings where necessary and

distributin_ them to staff members.

Routing

Because of the relative routiness and standard format of the

questionnaires usually rec ived by the office, a standard operating

procedure for processing this activity was much easier to devise and
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oporaL ionaliz thLs was t

accilvjties.

those

th the other tour oliice

procedures handling --

activities remain very much in the embryotic stage

of development. Therefore, this discussion of routing per ains

exclusively to questionnaires.

The primary zespensbilty of the information special' t is to

insure that all questionna and/or interview schedules received by

the University and subsequently by the OIR arc accurately, and

reliably completed on a timely basis. This is accomplished through

the transactional process shown in Diagram 2.

This process is a set of routing procedures used to provide

the data requested. It consists of three alternatives contingent upon

the nature of the request. First, _he entire request may be satisfied

by the Information Specialist using the OIR's data base (Direct Office

Response). Second, should the data required not be a part of the OIR

data base, the request is referred to another University office for

mpletion (Re erral Response). Finally, it is possible that the

request can be only partially completed through the use of the office

data base and must then be referred to other offices for additional

information (Combined Office Referral Response).

When a referral process is used,the office completing the

document returns it to the OIR for the purpose of reproducing a copy

for its files and mailing to the originator of the request which may

be a national, federal, state or private agency. This simple pro

cedure helps tre endously to centralize the monitoring and sto oe
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NATIONAL
AGENCY

FEDERAL
AGENCY

STATE
AGENCY

PRIVATE
AGENCY__

Diarz

Transac ional Process

QUESTIONNAIR_

iRETURII OF

;---1QUESTIONVAIR
41* !TO OIR

PROCESS I

PROCESS II

PROCESS III

(Direct Office-Response Process)
The questionnaire can be completed through
information in the office data base.

(Referral-Response "Process)

The questionnaire Must be referred
to another source for completion.

(Combined Office-Referral-Response Process)
The questionnaire can be completed, in part,
through the office data base and must be
referred to another source for suppletory
information.
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of data reported to external University agenices and individuals

while simnitanennsly contributing to the enlargement of the OIR

data base.

In summary, it is believed chat this type of transactional

system can be adapted to almost any small office situation. Like

most systems approaches; howev_ , it forces the user to spend a

great deal of time logically analyzing the operations of his office

and planning procedures designed to improve its efficiency. Never

theless, it is highly predictable that his efforts will not be

in vain.

fi
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