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< sonnel from all levels in a three stage pl;)cess L
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Th-xs document was prepared by-a Study Group of the Instxtute on Reha-bxhtatxon\Issues The In-
stxtute on Rehabxhtatxon Issue$ is a cooperative “effort by ‘the National -Institute of _Handicapped

Research, Rehabilitation Services Administration and the G,ouncxl of -State Admxmstx'ators of Voca-

tional Rehabxhtatlon to develop resource materials omtopxcs of common concern,

: ~ - ‘,

. -~ »

" Overall objectives for the Institute on Rehah,lhtatxon Isstes mclude 1dent1flcatxon and study of i issues -

and problems that are barriers to optimal vocatxonal rehabilitation services and the development of .

methods for resolving problems and mcorporatmg solutions into state programs .

i -
‘/u - G

These objectives are carrxed out by bringing togethe!r competent and ip/erxenced rehabxhtatxon per-

> - . ¢

.( Re " A Planning Co}?*mxttee selects the topics to be studied; * / D .

/
/2 APm

< S r e . _ .-
e Study Group ‘developsa draft document on the topic'selected; B

o8 A Fu Study Group reviews the draft document and recommends revisions.
24

This documen‘t\resulted from such a precess (See appendxces for hstmg of Study Group members )

-

thlethe Institute on Rehabilitation Issues has exxstedvonly since 1973, it is a clntmuatxon of a pro-
gram which has existed for over 30 years. Begmmng in 1947 the: Guidance, Trmmng and Placement
*Workshop. through state and federal vocatlonal rehabilitation agency cooperatxon, "studied dnd ex-

- plored topics in depth by means of small work groups. This work was continued- by the Institute on

Rehabxhtatxon S.ervxces estabhshed in 1962 and currently by the Instxtute on Rehabxhtatnon Issues
’
,“ , . ,., I
« This: cooperatxve effort has over the years gonsxstently produced quality training mater1als whxch are "
used extenswely throughout rehabilitation. It is hoped thxs document continues this long standmg

tradxtxon* < L e ' o .
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Ohapter 1 — " .

Introductmnl

+ s /\ . /
. . y 4 .
. | A . . . '_ - . ’ .

. . . ey .
6:30 a.m. ’ " The témperéture‘edges’belo;\% degrees and the fufnace burner puffsin-
_— . to flame. Moments later the blower .fan" adds another sound.in the
¢ stxllness at 9613 Freéborn Lane. R (‘

N - '.‘ ’ s ' * 1_",7"_. il : 1 - - - ' Q‘ b5 -
6:40 a.'l'n, ‘ The dimly glowmg numerals of the-dlgd.al clock attest to the time as the -°
) . - clock radio emlts the mtentxonally unobtrusxve melodxeé froni a mrcfully.
chosen'FM statxon : o,
. : . ' 7 )
. ) s -

6:43 a.m. » The te’mperature is now 69 degree% The blower zmd burner ate fdulc

¥ v ragain. . | ; e
. T )y X '

, 6:45am. . &, . &‘h,e music of the violins es Joe's consciousness. The insistent buiz

f C .of thealarm overndeerhe music. Byes still closed, Jou finds the button on |
’the snooze alarm. The buzzing stops; the music plays on. .

- ' - . °
. . . . . . N ¢
.

6:51 a.m. T Th;/buzz is tdo much thls time. Joe, pushes the button ugnm and slowly, .
' : -,qwmgs hls feot to tho fioor. Anothcr day begins. S
) [ . . ' | .~ ’ ' [ 7 , 9, , {.\“‘ i ) -; .
’ " L3
* 6:53'a.m. -\ - . Joclooks out his window as the street lights’}w qut u;ﬂho hill boypnd .
. ‘95th Street. Stumbling to the bathroom,he’note§ montally th.tt the Iigs
sonsor in his backyard should be-catching endugh barly mornlng sun $o
turn off the light' behind the gurngo toa.d - ‘ }‘
. M . /)
n “ . 5 Vi B
. 0:54 a.m.e Jean : wife, mother, R. N., whose late night nursing shifts are the reasfn
- . for tho automatic' backyard hghtduqd the new e&c(tronic garage door
. opene sleops on.
) v : . . ’ ' - o .

y ' o ’ - . r ', .
. . '- . . . P T, . . C
: St . . ', - ) » ? l . e ’ .‘ e ‘
, Lo . ) . .t [}
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© 6:55 a.m, . It's the coffee maker s turn. The coffee grounds, water and dial settings *
_ ' -*Jean put into the coffve maker last night go to work: Joe is in the
‘ e bathroom- showermg with watef automatically heated to a preferred .
. o IR temperature. His “no nick/no burn” electric razor, electrlc tOOlhbl‘l}Sh
b - and hair dryer lie ready on the bathroom counter,
|

.
’

\

7:10 a.m: . one arrives in the kltche‘n pours a perfectly brewed cup of coffee and
_ SR /s goes to get, the morning paper from the porch. He glances at the,
. B o headlines but a logk at the small,print reminds him his reading glasses
. are upstairg on the nightstand. 'r/ther than risk' waking Jean, 'he turnson
- .« the TV to the 24-hour news charnel. He pops a frozen English muffin with
“cheese and bacon’ mto the microwave ard sets the timer.

[* 4

,< 7:20 a.m. . Joe recogn\zes tWat the l;atellxte coverage of the latest plane huackmg in
' the Middle East, although interesting, is about to offset his good feelings

e 5 » " . _from the muffin and coffee. He plcks up the remote control and changes
Y ' " statichs. . ol ;Y . . s
. o ‘ - . o

<

.y ‘o . . R
o \ / -~ ~I'm gl.ld we huvo the ciable hookup,” Joe thmk(\ ‘It sure brings in lots of
3 .

=

thmgs * He checks the time on C,h.'mnel F agamst his wristwatch (digital,
- stopwatgh, alarm, day, month, year’- all for under @)0 at the local discount -

-~ : , store). Idly Switching from station to station, Joe gets a Guick update on
. ' today's progrgmming. current and predicted temperatures with satellite
' . pietures of the nation's cloud cover, and yesterday's closing prices on the

, L * New fo’rk Stock ISxchange. He passes up “Beginning Algebra®, *low to N
.o ' Make A l).lrlmgs Dessert” jand the chocrful chatter of the network morn-
i K V v ing 'shows: The last sip of ¢offee and the lnst ¢hannel conveniently come

together. s . :

U 4
f

' . . X o :
7:30 §.m. - Atter putting the dirty dishes in the dishwasher, Joe gaes into the den
L for his attache ease, He puts the reports he‘completed last night, his
o o . . pocket caleulator,and- portable dictate rinto his case, and heads for the
r deor, The duy is underway. . S 1 '

Ve T45aam, JJHI dashes fromuthe parkihg lot into the entryway of the not-yetopen
b:'ink. Feverishly searching-through her purse, she finds her hank card
and inserts it into the electronic teller. Alternately reading instructions
from the screen and pushigg buttons, she soon has her much- necdod cash,
n a record of her withdrawal and the new balancc in l\r account ' -

e ‘
. , o N , . ’ .
. \ - - . ) ( b. ' .

° ' A. ’ . | o " ;. 8\ '- ,
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e . “Why do I always.let the kids clean me out evgry Monday morning,” Jill -
{ . wondersy, “Hoxy,dld ' ever get to work with/enough money for lunch
- before-they put in this machine?", ¢ :
~t . : .
8:10 a.m. L Jill stacks the household bills recetved since last Monday on the corner of

] her de{k. She glances at the wall clock and thef quickly o¥er her shoulder
_ v at the vacant chair in her supervisor's office,
A . - “Twenty minutes before start-up time and the ogre’isn't here yet. 1
N should have time to pay a touple'of thems' she says quietly to herself,
oo~ ' In rapid successidn, Jill opens the statement from the:phone corrpany,
‘ lifts the receiver of .her Touch-Tone phone, and pushes the buttons.
Across town, the computer of Midstate National Bank digests the instruc.,
¥ - tions to transfer $26.20 from her account to that of the phone company.‘
Jill replaces the receiver as her supervisor steps off the automatic
* elevator, and grunts out a "Good Morning" on-the way to his office,

8:15am. - - . "Good mgrning, workmate.” Fred's cheery groeting catches Jill unaware
as usual. ' i »

! '

14

"You startled me, Fred. Why don't you use the clevator like everyone
o else?” -
Fred gring obviously enjoying her l:v:\cti.on. "Well, JiL™ he replies, "sinee
old Herman here does all the work, I need to get my exercise somchow,”
As he might a favorite child, Fred pats Herman gently.
* .

( - : . v

-

7 8:30 a.m, ' Jill takes a ring of (cys out of her purse, seleets one and yalocks the com:
puter terminal in the shared space between her desk and. P‘rml‘s_:. She
switches it on and remarks to Fred, “You're right. HermanTareal demah
for work. Sce, Rix eye lights up just thigking about it.” .

. . I’ .
L © o Asshe speaks, the sereen Hights up and a thessage appears, "GHOD MOR. ™
) S NINGEWHAT CAN DO FOR YOU TODAY?" '

PR

[

P

Afler a fow well-worn comments about the amount of spare tine the pro-
prammers must have, Jill's face takes*on a more seribus expression,

% : s ) R

“Fred, you know iUs really strange. U've used ald Herman hore all day

MY _ long for over two years now. He gives me up-to date figueds on how many

' " picces of 'whatever’ we have inany of four warehouses snd sixteon stores

seattored over five states © ean got the price, stock number, deseription,

. ©dite and location of purchase, I ean change prices, initiate action to
- redistribute any item or group ol items from one place to another and
never move more than three féet from Herman's face, At the same time, 1 #

know, the personnel department is using a computer to keep track of my

: v vacatlon, stek’ 1dave, health insurance, Social Security and pension con-

- tributiona, They even electronically transfer my paychock directly to my

/ bank." . ' '

. L ‘ 4 Frt(d rocks back in mock ‘horrqr. “"Wow, that is strange!”
, /
» | P ‘ A

B




™ L , » . ’ ) . ’ . o ‘(
¢ Jill laughs.;“"()h.,shut up, Fred. ] haven't made my.point yvet: Thismorning
I paid my: phone bill .with Midstate's phone check system for the first
time. All the time I wa¥ doing’it, I was afraid-it wouldn't work. In fact.
I've been pu\ting off trying it for tvgo]m)nths. That's what's staange.”
: A

-
.

)

A 8:45 a.m. “How can help you today, Mr.Farley?” . .

rd . .
r .
» | N
; "l need some plade tickets, Jerry.'I would have called you, but Mrs.
: - Farley wanted somb brochutes on Mexican vacations. Thé¥ickets are for

a business trip nexigweck. The Mexico thing is still in the dream stage.”

)

-

“That'sfine, Mr, Farloy. where ,db,xou!want to go and when?"
< [ \

Jerry typ(\tho information into the computer as Mr. Farley responds,
: "Well, I have to’leave hc':s in time to be in Phoenixgby 11:00 the next
R 7  morning.” ' g o o
’ S Mr. Farley continues with hiy spccificatiohs. naming pln;:os. times,

preference for nonssmoking, an aisle seat during short hops, a‘window
a scat during the long stretches if dinner is<served. Nerry alternately
types, reads the information on the screen, and asks more questions.

- Finally, Jerry lodks away from the computer and says, “I can confirm
everything but that 2:30 p.m, flight on Wedneaday. ut there's another
flight at 5:00. Shall I confirm that and wait list you for the 2:307"

' Mr. Farley frowns, then agroees.
. .

-
.

9:05 a.m. ' Mr.¥arley is back across the hall in his own office, atill grumbling about
' the extra two-and.a -half hours .wait,
4 . . '
P At the travel agency, Jerry congratulates himself and the tickot reserva.
tion syatem, _ e ‘

“In just 20 minutes, we checked out fonnections to five eities in four
atates involving six airlifvs. We not only checked the schedules but got
. him what-he wanted right down to seat sclections, except for one flight.”
And, wherever he goon on that Urip, all the airline clerka will have that in-
formation :'\,t their fingartips." ’
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9:10 a.m.

_ N

N

- Mary takds the- gl:occrics from the cart and sets them on the.revolving
counter by the cash tegister. On the other side, the checkout clerk takes
cach item and runs it over the electronic scanner built into the counter-
top. '

- . @
Judy. a five-year old Mary look-alike, slands next to‘her mother watchmg
the price of each item flash on the small screen by-{be cash register. The
last item crosses the scanner and the clerk pushes the “"total” button,
There is a ftnal whirring as the machine automatically separates the non.
" t4xed items from those requiring tax, cnlculntcs tax and total, and prints
,it on the paper tape. : "
Mary looks at the lolal shownonthe sereen and asks, "May I see the tape,
please? | want to seé what that ¢ake mix costs.” She realls down the list
and finds cako mix 79 ecnts. “It's OK,” she says, "1 just wasn't sure how
much it was,’ Ut t

} .

. Mary writes a check for the amount and hands it to the clerk who notes

e * the name, addreys and phone nymber printed on Mary’s check and pun.

- “ches those numbers into lhv/rcgntor Almost instantancously, a4 small
green light comes on indicating the check has met the requirements of-
the store's check vcr:(xcalin9 aystem,

Nearby the store grocery mnnagor w.\lchoq with boredom. Only u yv\r
1 ’ agep, the.same manager would have been greatly exeited watehing the
- samie acene for the first time, Then e wassfascinated by this systen
which could do o many things <. not only handle the grocery cheek out,
but maintain records for inventory control, sales tax payments and
. almost any other special report the store management might want,

\

- -

9.20, J 145, 10:31 a.m, On throughout the dny people all across the US, Canada, zmd Mexico in
fact, almost all pointa north, south, east, and west — are, like Joi? Fred,

. Jill, and the othery, reaping the benefits of computers and other informa
tion processing t«v“hnnlngiou. Some of the applications are o common we
don't even think of them much anymare, Others make us nervous hecause
the technology is new and not as tested as we'd like, or borause we've hot
been personally involved, we don’t know how it will atfact our lives,

.

Technology for the procdssing of (nformation
hax heen available foamany yoates inauch now.

common itema ax' typewriters, ealeulators, filing

and bookkeoping systems, dictating equipment,
ete. It in only xince the advent of the computer,
howevoer, that startling and rapld advances have
vcenrred. Nince it choation in 1946, the computer
has made a powerful impact on business, in:
dustry, and science. In faet, it iddifficult to iden.
tify a neld which has ot been influenced, either
directly or indlrectly by the cagnputer.

. t

By the end of this deeade it {a eatityated that

Ceomputers and computer related activities com

prine one-third of our gros national produet,
Futurists suggest that by the year 2000, almost
all work in the US will involve interaction with
computers, Cgmputera will be uaed in the con
trolling  of industr{al procesves; the {low of
econogpie goods and nervices (finance and com
metce); tranaportation and traffic. And they will
be prominent in managerial operations; federal.
state and local government functions: and ac-

¢
L]

R ¥ | .



- Uvities of service and professional occupations.
Private houschold operations such as managing

¢ family {inances, the homv environmental heatimg”

and air conditioning systems for conseryation of
N anergy. house security, automobile and afipliance
maintenance and menu planning, all will be aided
by computers. As much as half of the Americah
work force_will work {rom their homes; with a
computer linking them to their employers.

.The exchange and processing of information
.. are central and continuing functions in the
delivery of rehabilitation services. For example:

® Historical and current characteristics < of
clients - Identifying data, medical history,
functional capacities, mental abilities;
socialffamily history and behaviors, work
history, skills, educational attaifiment data
. « /
_0(,‘ommn\nily charactoristics Transporta-
tion, housing, power structure, communica.
..cﬂ\l:iun channels, social agencies, helping per.
vonnel™medical facilities
® Employment data - Fmployers, products,
locations, jobs, job rvquirmnvnt.-;. hiring
practices :\;ul procedures \
o Teaining and education resources
Although incomplete, these significant chores
otviously involve syatematic gathergng, organiz
ing. storing, retrieving, analyzinBald transmit
ting of information within the sat¥ke delivery
. proceas, '

The generation, storage and tralamission of in
formation absorb vast amounts 8 time, energy
. and paper. Efficiency in handling such informa-
tion ix of enormous importance in aecuring the ap.
propriate services and assistance for tehabilita
“tien clients, Hohabilitation personnel are
hampered f the Zproper information not
auatlable, up-toda®, and presented in a uacable
form, ' )

fa

This publication, therefpre, will review the
kinds of asalatance rehabilitation {a securing from
computers and will describe patential uses of
computers and relatesd technology. .

o EPYPR P

Objectives '
A

The 1980 Inatitute on Rehabilitation Issues
Planning Committee concluded there is a need for
a publication that describes computer and infor-
mation processing technologies. and includes
strategies and guidelines for applying such
technologies to servicd delivery in avocational
rehabilitation, Such publication should be written
for VR, counsclors, supervisors and ad
ministrators. The Planning Committee further in-
dicated the purpose of thé publication should be
to assist in securing the advaftages of such
technoldgics to improve services to clients, and to
increase efficiency and effectiveness of rehahilita
tion pc:sopncl‘ 7 ‘

The Prime Study Group established a number
of objectives in carrying out the charges of the
Planning Committee. The objectives relateto the

" content and organization of the remainder of this

hook. '

_Objective 1: To identify and describe the major

ways computers afe currently being uned to
assist service delivery, in state vocational
rehabilitation agencies, [t is important that
rehabilitation personnel know how their counter-
parts in other agencies are getting asaistance
from computers, Information related to this ob
jective, found principally in Chapter &, was
secured. from inquiries directed to state
rehabilitation agencies throughout the country
ahout their uses of computers and other
automated information processing for aervice
delivery. )

Objective 2: To identify and dencribe unen of com-
puters which have potential for adaptation to
vocational rehabilitation nervice delivery needs.
The applications preacnted in Chapter 3 were
identified from the literature and from persofal

. observations and experiences of Jthe authors.

While the caverage, thefefore, {4 not intended to
be oxhaustive, itis apparenitHal many computer
felated anafata which could be made applicable to
VR aervice delivery already exist in obher aet
tinga, '
R y

~ . : ‘
Objective 3: To describe a vocstional rehabllita.
tian oftice an 1€ could enist today-it computers
Were Sptimally used to aaslat counselors, nuper:
vinors, administrators, support personnel, and
tlents. The description ls not futuristic, but
rather pulls together applications currently being
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done somewhere. 'l‘here are many waya to, com-
‘bine the'delwery of rehabilitation services with

High level uge of the computer. Chapter 4

pt‘esents one of those ways

Objeqtjve 4: To describe Jn baelc and .slgz:e

terms the major elemente of computer systems

) hardware,  software' and. personnel. While -

“some readers already may have such™basic infor-
mation, pnany people in vocational rehabilitation
will be able to use this book More profitably once

. they have read Chapter b.

Objectlve 5: To. present some guidelines for plan-f'

- ning the development of new: or expand‘_gd com-

©

" . agency

puter s {etems within a vocational rehabilitation
Successful and effective systems grow,
" out of thoughtful and broad-based planning ef-

forts. Just as computer technology has -advanced
and changed rapidly since its introduction 35
years ago, so has knowledge of how to design the
systems and plan their .introduction. into "an

organization. Chapter 6, written for vocational

rehabilitation workers at all levels, presents the
-essential planmng elements and steps

O_b]ectlve 6: To place in proper perspective the

problems, fears and antipathies often assgciated
with computers. VR personnel at all levels need

_ to make better decisions about how ‘computers -
can and should be used in the future to improve
‘services to handicapped persons. Attempts are .

- for” purely administrative -or orgamzatllonal
~mana§€ement functions within rehabilit.

made to address Objectlv(e i) throughout the book,

but in.Chapter 7 specific processes are Outlined to
assist an organization prepare for new or eypand-

" ed uses of computers. _

. ‘e
"“Throughout the book the Prlme Study Grouﬁ :

Ppresents the view that technolqu can be used

the advantage of réhabilitation consumers a

' prov1ders. Better tools and methods for dehv -

“ing quality and tlmely services must -
developed Computers can assist in that process :

A few words are.needed to clarlfy what, tlus
book is not designed to be. It is not'a complete list

- of information processing apphgatlons to VR, ft 1is
f

| “
not an exhaustive inventory computer hard-

. ware and ‘software. This book will not make
. anyon€’ an expert on information processxng

technologles or computers — or anything else for

. that matter.-

Similarly, not covered in éis publication is
rehabilitation engineering — the developme t of

‘aids and assistive devices, and the modlflcatlon of
- the envirfonment for disabled persons Also, njo at-

tempt is made to examine the uses of technology

tion
agencies. Where, however, there was. aquestxon'

regarding an appllcatlon ' "whether| ad-

- ministrative or service dehvery. the tendency
was to. mclude rather than exclude _

s \ . . N

o
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- < tional rehabilitation agency's dat

"Current ‘Applications In

Rehabllltatlon Servnce
De]lvery e .

MOst vocational rehabilitation a;gencles have ~

7 been uslng computers for many yedrs to compnle
" information and statistics for federal reporting.
The R-300 form contains 79 items of information /’(

- that must be reported for each closed case. Most’

" state agencies collect additional information to
- meet other fcaeral requirements and for unique

state needs. For agencies with large caselt{ads.
the computer has become essential in meetxng.
reportlng. evaluatlon. and management needs

-

- The information gathered for the

base. Using
- this core of information, states
reports for internal use by varying the mix, ad-.

Many of the 1ntrastate 'reports. both routine
and ad-hoc, are dirécted foward management of

. the agency, a district or fegion, a unit or caseload.
Field staff are the major source of data input but, /
. in many cases, they éet little pay-back for the

“timeand effort it takés to collect and input the re-
qulred data. The

stored and accessed
- . / . . N ‘ \’
The’ state of the art within VR agencies ranges

- from manual collection and aggregation of infor-
mation in small agencies to real time, on-line

[
.

» . . . . . . . o

B -300 and -
other federal reporting is the cor:}?r every voca-

roduce unique

: hke information in -

mount of pay-back varies -
“depending upon how the data :are organlzed

14

s stems capable of ad-hoc reportnng A hmlted
/survey of those state agencies considered to have
" comprehensive’ data’systems was conducted to.
determine how computers are being used to
facx\tate service dellvgry at the fleld level.

The results of the informal survey confirm that
information processed and stored in computers or-
word processors is being manipulated primarily
for-management purposes. Management, in'this .

_case, should be viewed as the process of achieving

one's purpose within limited objectives. In this
context, counselors and -first-line supervisors
benefit from the data systems in the1r caseload E
management functions.

This chapter looks at the reported current ap-
plications that relate directly to service delivery.

Some of -the applications may seem oriented

toward administrators but they also may be seen -

as assisting field staff to achieve their objectives 4,

-the primary one being the employment of han-
dicapped people. Content focuses on counselor
needs, technology for clients, technology for sup-
port services and impact. on staff.

- 2

Counselor Needs
B ' s ) . ®
Counselgrs are responsible for supervising the
rehabllltatlon process and coordinating with a
large and diverse number of people simultaneous-

ly. To manage a caseload, a counselor must:
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1. Know'his or her clients and tholn current

. % . status,. . . v .

2. Arrange fOr services -"

' rehabilitation process .

4. 'Complete revxe%vs at proper mtervals

5. Mamtam fnscal respons1b111ty.

While the computer cannot managé a caseload,

it can be -an excellent source of information,

listings, and reminders; it can sort, organize, and

keep- accounts. Properly programmed the com:.

puter can relieve the counselor and supervisor of
routine record keeping and filing; it can remind
the counselor or supervxsor of tasks to be per-
formed.

 The following discussion describes some of the

more innovative case management tools available

to counselors. Most of the information included in
these reports is collected routinely for R-300
reporting. :

h

: Clieut and Status Listings

All the agencies surveyed provide each
counselor with a computer lxstmg of his or her
clients. This listing may be in alphabetical, -
nunierical, or cllent status order. J

Counselors in Oregmn receive the Field
.Caseload Report. This-monthly report includes
Yor each client: name, social security number, fun-

ding source, status, months in status, life-of-case -

- expenditures, trust fund or SSI status, and
whether the cliént is sgverely disabled. In addi-

tion, the report flags required annual reviews and -

decision points based upon the agency’s time-in-
. status standards (See Example 1). .

Tennessee counselors use the Master List of -

Cases to. gain immediate access to their ¢client’s
name, case number, county, referral date, current
status, date entered status, months in

. SSDI and SSI statuses, severely disabled s{#tus,
and action that may be required..

8. Insure that clients progross through the

tus, .

- -~

. \ ) :

‘The Alabama Easeload Inventory not only pro-
vides a listing of clients by current .tatus, but
also gives the date of last action taken, fhe. date '
client ‘was referred, and the number of months

client has been in his or her present status, |

A Master List je "producé,d in A‘rimnsas that lr‘i,-’ |

cludes name, client number, referral date and,
source, county at referral, disability, date of ap-\

plication, and a variety of other basic information. \
“~He-ig used both as a master list and as a tur- '\\

naround document. That is, counselors record the

changes in itents such as statis, special programs, . |

SSDI and SSI statuses, and similar benefits codes
on the form. This information is then entered into
the system and appears on the next Master List
(See Example 2),

The Pennsylvama Regular Alphabetlc Prin-

tout* provides a counselor’'s caseload ‘in
alphabetical order. It contains the client name,
client number, referral.da thdate, primary
disability, referral source, nliquidated en-

cumbrances, first two digits oI"Job objective, cur-
rent fund code, severely disabled indicator, SSDI

and SSI control codes, transfer date, annual

review date, current status, and months in cur- -

rent status. The uniqueness of this report is'that
it can be obtdined at any time via computer ter-
mmal - dlsplay only or on paper (See p 9).

.In addltlon tmthe Regular Alphabetlc Prmtout g

a tounselor in Pennsylvania can view onthe com-
puter terminal the Client Master File, which is a
summary of a lient’s data file. It provides infor-
mation to counselors without the need to search

through case files. The report includes referral, -

acceptance ‘andelosure information, case move-
ment, cost data, vocational objectives? and review

it printed (See p. 95)

New York. provxdes a three -part Counselor
Caseload Report to its counselors on a monthly
basis. The Client Listing Section : arranges cases
alphabetically within case status (See Example 3).

The Caseload Statistics Section provides monthly .

and year-to-date statistics by case status, in-
cluding number of cases in each status, numper of

‘cases in that status for an excessive period of N
tlme. the percent of cases in each status and ,

. *The PennsylVanm Bureau of Vocat:onal Rehabilitation is one of a lxmlted number of states that has an on-line system w:th on-site
termmal input and output. Several of their reports are mcluded in Appendxx Ato prov:de an overview of one system.

1
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. dates. If a copy is needed, the counselor can have . -



' ' . S . oy . , 1 Iy .
¢ t ‘ i v )
" " ! . ' ' ¢ "
v F ,— ' ' N " !
' ' R )
W . S VECAT FoNaL muul m%mvl’*l'w o : IR
'm 3“' YRRYIN il . . "H& g " l - PAGE .ug
“ . R win ek PECEMRER  L9mL s =100}
utw PO T LAND i AL HCPGFF * 190 : ’ ! '
‘ : " : .. WONTHS ,
. ) - Euy (;'] G - N . k b L CAS; fIPFW)lYU“‘S .. "
! Me o see Ae STUBREC stavus sthius eiag © eRESRLAN LAN FF ' TE/ESE SEVEML
o , . PP . e 3 ' " 40,00 991,90 1.0TVeyT CRATEFLED v:.‘s/.
, ' o, ) ¢ I \" - o 3 Ve e e 00 T2 00A, 75 % 2.‘00-% .- : .N,) .
LR SN v T | IR e 16400 2491049 21932 % : vis j
b . ) Lo . t8 s e a0 974 00" : Yey
. . e * N ' .
; » .. Y A 19501 . Joalnfo *lassato - s oo
S . : e ) i 148,00 " 263.0p 431,00 CHRTIFIFD  YES °
’ N B ' .
' . . ) C 1A o C'30.00 - 1h651.T9. 1,881.T8., - ) NO
‘ A - . EIR 0 o 125030 "2,08%33 24110030 . v
ir 3% L0 ASIeQile  Bulbulle | CERTIFIEL YfS
- C o . - Y . : 242,00 . 851.A7  1409),.87 - ' N) .
18 N oo 00 4019443 4.T94,45  CERTIFIEU  YES
' Y “ o 185.9% - 11, 769,20 11.9%,29  feRVIFIeD vl
" : ‘ o 49 «00 - 21407210 21.012.10 CIFRTIFLED  Viy
. _ ~ e N U Ld 43,00 84,00 169,00 . Jves
v : : ‘ 20 . . o 0.7 4.4A9,3  4,510.02 “yes
5 . '
- . 4
- +
. . .
, Example #1 . - ,
' ' B s ‘
. i
\ P s &
l . '§ .
. &
T~ . .
* : \
; N ‘\X .
. . v "
e *
-~y
A .-
) ] MASTER LIST : ) A
‘ ) . . . REHABRITATION SERVICES . T. -
. - [P VLTS [ N
——— * .
. oAty - =2 oAty Darg oATE oan paty - LIRS Py » -
CLIENT sitmaa [ ST 31, arrcant| int v facceerin| @ ¢ 51 |23 Jcuanc| . |d3x | Sava .bl e 12
NAM i B (Y -l $id sata |5 sl 1y 2 3 al¥a H
€ NUMBF" MO | vn ;3 é‘i o (MO JYM [MO | vn (o [ vA o [ YA |mo A !E M Mo | Sg‘g‘\"“:'!" ..,“g g' !:g
a i [y
- rpALTIVF ’ |
»r,‘ . LIEARAICTA RS RA NN LA LLE eyt 2] i e |D ) SRS S
N718] 79| 2| 222} W11 Jrs| Ar8|1oraf 22| 400 1 0 004 . . 2| ol el )
b qn 2ol utal o1 IR IAIRE (SR N1 R2E IR (B2 B ) 1913 vooLor
ars|;pa|42]379| 915, drs| Hrs) arsius ovo|l ~. |o o|. |oo0o0]-— | ul u|1.5|/n )
; Lyrriffengraleteg Lz} . Tl el o] 2e (NN} : ] )y ETE L S R |
B . |12r1] 70|42 sto| 1317 Aral Ara| Arsfia 200 o 0 040 | 21 sl o
: E AR DIESIRREIN 12 drey drrg er] ceq 09 ) . Y R i
18| ro|a2fa32| dra ora|1draf12j7s|14 000 ol |o oto| . 1. “o |} o«
- tHecksepes oA AP L Q-LQLTE) rd o JAE gV LY . . . pospespecpeche
| -416| 70} 42| 374} 416 70| H16] sfr6]22 000 o \ 000 9| 36| v}
' : J13rs[ 1o 241 sraf 1T yroyporsl ey e v A jen o [ S
¢ 2A19| 70| 42{343| 219 79| X19{ 1922 000 o o ooo| - L YT Y )
. . : 1As| 7o) a2 510 )7 wesfnfe- e .2 139 3 J I3 e DL
- : : 478 70| 42{399| s a| Ara) oArafz2 000 ‘lo o ooo| t| 9 | 9
. ¢ TU7al 10|42} 569 | 11T S LT | 17| 2 BN ) ] ot RTINS
«73| 70| 24| 530| ‘478 . 3| drs| fiaf22 200 0 2 oool | 2| Miafne
assagsspenpeyad nh gL dane )i pvqing T gvis TYYNLTTNN T X
B 4 ¥
. . , ,
K
alg ‘
Example #2 NoT
- N . ? v
. . R
, L]
S ~ N
Ld
. ° . v »
( *
16 -
'I ‘ N . : ' . .
o ’ ' T . ’ ) 11 ~— " ) : »

Aruitoxt provided by Eic:



' ) \ [4
. ..
} v ' ‘ ' ' ' s - N
‘, LR \ R ) ' , .
w - P ' ' ' '
W g s A ‘ ' 1 .
“ I . ' . p .‘ ' { n) . — : ‘ Wt ) [ V)
' . ) counmnk CASCLOAD REPORTIQPAGE 678 y .
, OFFICE! POUGHKCEPSIE "% o ‘. e HIDLM 980 \ L GOUNSELORY 08 146 . > R
B . /. v \ RN
. JDENT  REFERRAL MAJ SEC SEV, Pmmm VOC  COMP . CURRENT - DENEFIT  NET UNCUM N!! EHCUM NET ENCUM  MTHY A‘N‘ A
CLICNT ch NUMBER DATE - Dl DIS x~’cums “6QBJ DATE TF S8I PA  START (10 DATE) (FED 1Y) (8T FY) SBTATU
-------------- e P L LR T T L L T T P ------n—:\ A M, m.--
WSTATUS - o,p ‘ C o . :
W B14858 10/16/80 3 00 w2 00/00 0°0 0 | 0. 8 0 2
"0 AJ1006 11/18/80 . Y o0 . 00400 0 0 O . ¢ 0 ¢ 0 1
D Bl4773 10/0|/80 3 y 00,00, 0 1 3 11,01/805 ¢ 0 ¢ 0 2
XSTATUS - 02 e " ' ’ ! - '
J- ) - E B48079 l0s01/80 Y 00 . 00200 0 0 ¢4 . [ 0 $ 0 8 0 2
J DB48083 10727780 3 00 00700, 0 0 0 8. 19 $ 19 [ 0 Q '
E B14783 06727780 3y 00 - 0000 0 0 0 [] 55 ] 0 ] 0 6!
W B1l4804 07710780 wik 00 - 0000 0 0 O $ 234 ] 12 h ] . 0 -]
E 903225 .02721/80 1 04. 0000 1 1 0 ] 90 [ ] 34 s 0 10 %Wk
' C B1l4053 04717/80 3 00 00400 2 0 O $ 19 [ ] 0" 0 8 MHNN
W Bl4739 09/21/80 . 300 » 00400, 0 0 0 . 4 19 ¢ 19 8 0 1
J D48082 10/08/30 S 3 00 v 0000 0 0 O 8- 0 ] 0 ) 0 2
. T 283378 01708780 340 639 3 00 00400 0 0 O 4 55 ] 0 [} 0 11 %N
: D C€04415 10707780 3. -00 - 00200 0 5 8 8. 7 0 8 [ 0 1
G B48084 11420/80 2 00 0700 0 00 $ 0 & 0 s 0 1
5'.B48081 10,/05/80 3 00 . 0700 0 0 O ] 0 $ 0 R} .0 2
ASTATUS - 10 : ) '
' N 903239 03706780 399 999 2 00 00700 0 0 5% ¢ 55 ) 0 $ - 0. 4
¥ 283384 - 01,25/80 120 999 1 06 00700 0 1 3 . ¢ 91§ 0o ¢ 0 9 KK
T Bl4347° 07,01730 383 999 1 00 0000 0 3 0 $ 55 $ 0 $ 0 1
T B1l4330 0Y/07/80 379 999 2 00 00s00 2 0 0 $ 55 $. 1} $ 0 V4
J Bl4444 09,037/80 500 999 1 00 00700 0 0 O . [ 55 $ 36 $ 0 1 ‘
C B14829 06,18/80 399 999 . 2 0 00400 0 0 O ‘@ $ 170 $ 115 $ 0 3
R A45139 12/03/79 642 399 ®xix 00700 1 0 S 72 % 36 ¢ 0 1
P B14786 06727780 614 999 2 00400 0 0 O % 55 $ 0 ] 0 3
M 903361 05722780 522 999 2 0 00400 0 0 O $ 55 $ 0 § 0 2
» ¢ 1 B43080 09/04<80 .3997999 2 00 00400 *0 . 0 0 L 55 6 36 - % 0 i
C B14799 07/14/ 379 999 2 00 ' Y 00,00 ‘ 0 0 . $ 55. $ 0 $ 0 3
¥STATUS - 12 - '
. - Jt 060933 02723778 399 999 1"0« 006,00. 1 x0 O $ - 50 $ 0 $ 0 3
. Il
KSTATUS - 14 . . ’ : .
: . B 283259 03/21/79 530 999 2 .00 00700 0 0 0 i) 110 % 0. $ 0 12
T A31055 06/18/79 642 999 1 .00 200200 1 0 0 . $ 155 8 0o s 0 11
. . . o -
*STATUS - 16 W : : o >,
A 2 3375 01708780 . 378 999 1 04 00400 1- 0 0. 01,08/30T $ 2,805 $ 0 $ 0 7
J 283032 12/07/78 439 999 1 00 00,00 & & Y 12/21/}8T ¢ 7,252 $ 1,548 & 0 3
. C 283376 01,08/80 22?_999 2 00 * . 00/00 0 O $ 510 ¢ 0 $ 8 7
XSTATUS =~ 18 o - : _—
s . H 283256 03,09/79 500 999 2 00 00s/00 0 0 O ¢ 478 $ 465 ¢ . 0 1
A\] ' %
Example #3
> ‘ - )
\ - , .
v ‘ ‘
. |
’ kN
’ ' .
¢ .
- =
’ . "‘ - ? .
»,
) N : ' 12 . y

ERIC

Aruitoxt provided by Eic:



A}

»

uvorugo time in status, T (‘hu Lhuructorlutlcs of Ac-
tive (‘usolom‘l soctiofgives a counselor a detailed
analysis of a- counselor" s actie casclond, The’
roport shnmmrlmq thercaseload by disabili-
Vy, age;, race, Hispanic orlgl} oducation, sox,
puhllc u%lqtunw. SSDI, S81, Workors (,omponwm
tlon. und.ﬁ,«wuroly disibled.

Novudu propnruq a monthly réport B’\lch
“assists - counselors servipg Social Security Ad.
ministration (SSA) referrals. The SSA Vgxrlflca
tion Status Report provides foR each/ SSA.
referred client: SSI or SSDI status\funds*being
used for services, verification code, i they meet -
special SSDI/SSI criteria, elaim typo. and re-
exammatlon date (See Example 4)

v

Client Review Reminders 1\\

Current rehablhtatlon leglslatlon requxres

' that (1) Individualized written rehabilitation pro-

|

“grams be reviewed on an annual basis, (2) Deci-
“sions of mehgnblhty (Que to inability to achieve a
goal be reviewed annually, and (3) There will be
an.annual review and re—evaluatxon of all clients
placed in sheltered employment

The computer. 1f SO programmed can remmd
the counselor and supervxsor to schedule the re-
quired reviews, and annual review reminders are
included on some master lists. Below are some
variances to the master list system.

—~The. counselors in Pennsylvania can -put a

report number into a terminal and receive a
listing of clients requiring an individualized writ-
ten rehabilitation program annual review thhm
a three-month periods The listing also notes those
reviews due_within the current month and those
past due (See p. 96).

TherOregon Annual Revxew of Clients Closed
" 926 in; A ehabxlxtatlon Facility is a monthly listing
of mdmduais closed one year prior in sheltered
employment. If the counselor reports the in-
dividual is not yet ready for competitive employ-
ment, (s)he is listed again on the next annual -
report (See Example 5). A similar report'is pro--
‘duced for the annual review of mehglblhty decx
sions. ‘

. S ' + s

In l"lorldu. counsoloru rocolw a lquuru }ly
report for ro‘oviluation of inoligibility dolggMina.
~tions. The r¢port lints thoge Individuals scheduled
for ro-ovaluation.during the upcomlng fhroc mon-
ths. The results of the counselors' ovaluations nro
~ontervd on the listthy and roturnud to supor
visors (See l!.xnmplo 6). v

N\ 3
" In Wushlngton thoy have an easy-to-read prin-,
toyt that identifies clients requiring roviews
(IWRP, sheltored omployment or ineligibility
“determinations). Th’ls Caeo,_ Movement Exception
Listing and Action Items Report is providod to

each unit monthly (Seo qumplo 7).

Cllent P/gogresa

In managing a caseload 'no ‘client should be
allowed to stay in any one status’ lor an excessive
" period of time. A client who remams inactive may
very well drop out of the VR process if special ef- *
forts are not made to encourage progress . Many
states.have deviséd methods for identifying ap-
parent delays in case progress or for keeping -
time:in-status information before the counselors.

a - v

Rehabilitation legislation places an 18-month
limitation on the time a client may be in the ex--
tended evaluation status. Many states have
éstablished time periods to be used as standards
or guidelines for satisfactory progress in other
statuses. A reminder of the approaching limit of
such time perxods hasbeen prog’rammed into com--
puters.

The Exception List in Tennessee groups clients

by days in status when the number of days ex-

ceeds expectations. For instance, it lists clients in

- status 02 for 120 days,or more, clients in status 10

for 182 days or more, in status 12 for 91 days or

- more, etc. The list also includes for each of these

clients the referral date, the date the client.
entered the current status, and the number of
days in current status (See Example 8).

v

Oklahoma counselors are notified on a Message

" Sheet. when a client requires an annual review,

when a case has been in a particular status
beyond the average time, or when an extended -
evaluation is due to expire (See Example 9).
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) ] E o ANNUAL REV!E“ OF CLIENTS CLOSED 26

#A REHABILITATION FACILITY .

r T

THE DIVISION IS REQUIRED TO PERIODICALLY REVIEW AND RE-EVALUATE, AT LEAST. ANNUALLY, T
PLACED IN EXTENOED EMPLOYMENT IN RENABILITANION FACILITIES. TO DETERMINE THE .FEASIBIL
OR TRAINIHG FOR EMPLOYMENT, .IN THE COMPETITIVE LABOR MARKET. THE DIVISION IS FURTHER
EFFORT TO ACCOMPLISH THE PLACEMENT OR TRAINING. . .

ITY OF THEIR EMPLOYMENT,

~

THE FOLLOWING FORMER CLIENTS WERE CLOSED 26
TO BE COMPLETEO NOT LATER THAN . 2/18/81.

1. EACH PERSON TO DETERMINE THE PERSON'S READINESS FOR ENTRY INTO THE CDMPETITIVE LABOR

REVIEW THE STATU *
, MARKET . NEED FOR FORMAL TRAINING FOR EMPLOYMENT, OR WHETHER THE INDIVIDUAL'S EMPLOYMENT WITH THE FACILITY HAS
BEEN TERMINATED. . X . S .
2. . PREPARE A WRITTEN SUMMARY ‘OF THE RESULTS OF EACH STAFFING USING THE BAC31.SIGNED-BY THE FACILITY DIRECTOR.
3. ENTER ONE OF THE FOLLOWING CODES UNDER THE 'CODE’ HEADING AND RETURN THE LISTING TO THE VRD ADMINISTRATION OFFICE.
- - . ., 41 v NOT READY FOR EMPLOYMENT - -
42 2 REFERRED TO VR FOR FUTHER SERVICES
AR Y _ 43 -~ NO LONGER WORKING AT FACILITY - COMPETITIVELY EMPLOYED
- = 44 ~ NO LONGER WORKING AT FACILITY .

EMPLOYER . SSH I NAME CODE . ADDRESS ; cITY 21p AccT
GOODWILL INDUSTRIES 03 NORMA J - STEWARY MEDFORD 97501 4104
GOODWILL INDUSTRIES 02 NANCY A GRAND AlE MEDFORD ‘91501 4104

. N . . ,
: - .. Example #3 ¥
/> <
»
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L™ ) _ g

eric T

Aruitoxt provided by Eic:

HOSE CLIENTS WHO HAVE BEEN
REQUIRED TO EXTEND MAXiMUM

IN A REHABILITATION FACILITY AND THEREFORE REQUIRE AN ANNUAL REVIEW’

-

~
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Aruitoxt provided by Eic:

CLIFNT

[

TA SR DESIRECT YA

CLI1ENT

R[Vl'fu
REVILN
REVIEW
REVIEw
REVIEW

P

' 4 s ALY
0 ) .
. "
KN
L}
LS *
L] '
'
.
.
. :
S \
. ._l‘
‘
PAGE
HESSAGE

-

Moo

*
.
.

?

v

PLAN EXPIPLD Ou/ s’

CLOSURE
CLUSERE
CLUSURE
CLOSURE
CLUSURE

- .
] .
4! LY
.y , . l .
; : 4
B T B N
VOCATIDNAY REVABILATION = RHOGRAM P 10ES
EHEL I ERILETY DETERMENAYFONY REVIEW
' O/ 01/ ¢
cum‘ N Cl CURRE NT CLOSHRE | CURNEN) CLOSING, ' LUNTAC)
STATUS natE COUNTY . COUNSELOR ' REE TG IoN
- N R} N L]
L3 " [
. : 52 oAy 48 ( RIS '
51 014y, ‘u II,.‘\)n’m .
% "
‘e, 0y 018 m FITY '
.\ LPA ay Ay 48 FLLY] .
. [} pt-m an 08 . W~
) o1 ne LY EI . “
- Ld 4
. ' LP) 0 Ay Ha 2029 .
~ L 0181 48 2149 [
N L]
- Example #6 ,
- ‘ :
U ' 0
CASE MOVEMLNT EXCEPTION LISTING AND ACTION ITEMS
. H .
. 11732761
. .
NI ' “
- MONTHS ¥RC .
STATUS In S10 COUNSELOR
: t
\ & .
ceee 4 3¢ Ls 4 DARLENE
NCHMAN K 32 (o) ] ~  DARLENE
LeREY L Le L9 4 DARLENE
CHAbLES ] 19 LS [ DARLENE
HOw ARU S 13 ar ] DARLENE
ODONALD ) 1 cs [} DARLENE
FENNLE L 16 Le [ O DARLENE
FCHBTY c 13 ce u DARLENE
. LTEVL b 11 11 4 ) DARLENE
TH0MAth,  k 10 us (TN DARLENF
CILYURL f 10 SR 4 DARLENE
PN MALL A .10 c7 [} DARLENE
CAVIL L An 1C [} DARLENE
CAVIO A <10 11 4 OARLENE |
[avi1o 'e13 ey 4 DARLENE
“Imry in vy ] . DARLENE
LONALL b lv A [ . DARLENE
TCmMIE n 1C cub [} DARL ENE
FalLy 1J ‘CR ] DARLENE
JAMES [ i1t 11 4 DARLENE i
17uny - 1° 1% DARLENE *
LFONARL 20 11 EE DARLENE
I L L [ 3 4 DARLENE
ANITA L o8 1€ . . DARLENE
UANY v uh 1¢ DARL ENE °
FLUANCL S “ o8 10 ¢ * DARLFNE
KNOKYAN ue )3 ‘DARLENE
CANTEL G b 1? Cx DARLENE
CYNTHI & - S 32 Lo v RICHARD
LFURLE 4 32 LS L R1CHARD
F(‘.BL‘R\. - u? cs v, RICHARD
’
Examplé #7
+ 20 |
.15 .

10¢
Tce
100
106 .
100

SEVER!
SEVEN!
SEvEnt
SEvEk]
Stvint
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L 3\ . tH : EXSERTION LI3T A4S OF 01409/81 ) PagE W)
. N »
: C oy ey i 3
' ' ' - N PATE ENJER .DAYS N :
~ ‘ : ‘ ) ELIENY : - < REFERA CurdEnt Sineent ~
BRI CLIENT NAWE Y NUMAER coupiy ¢ CCpRTE $1A10S % sTatus '
, ‘
L) . .
 CASEY IN STATUS 82~ 120 DAYS OR-MORE , T
‘ ' Y ,‘ 10008201447  SHELDY RUTIY TV TVZ U RN T 1}
N . . y ' 6 Blonn02oleza c = SHELRY _ 02e21474 83s03/78 FLLLD
S .. "N ploo0ozolaNe SHELDY TYIN ] 06s17/80 20} L
- . 10000201804 SHELMY tas01/80 IV T77 T SR 1]
’ s . P ORE0000201709 |, SHELBY OR/24/77% - QRN : 502
o) A lnooouonu SHELDY 01s24/00 01s24sm8 144
w . ’ ' . * \ '
CASES IN STATUSES 00 & 02 122 DAYS OR MORE ot : * ]
: . Ny .
_ - 0. 810000201428 sneLdy 02027778 03/01/78 1,082
;- . D 10000201838  IHELBY' 08/174A0 oss17/80 202
-~ 16000201804 SHELDY DAv01/80 - 04702780 . 279
o - P 510000201703  SHELDY 08,2147 08s21/1y ¢ 302
- y A 810000201779 SHELDY 01/24780 0124780 e
@  CASES IN STATUS 18 182 DAYS OK MORE .
"L 810000201496 SWELDY 08,0247y sty A0
’ * . ! «
'/ o - .Example ¥8 . -

OKLAHOMA DEPARTMENT OF INSTITUTIONS, SOCIAL AND REMABILITATIVE SERVICES .

PROGRAM NO. SR901 MESSAGE SHEET RUN DATE 11401781 PAGE NO. 32
. 154 ' L N .

AS OF 10/31/81 DESTINATION RVS-AUB  AUDIT UNIT . RVS STA OFF_00

"MESS LV CASE MXKXXNCASE NAMEX)OOOOOC  MESSAGE DESCRIPTION o )
CODE CD NUMBER : . : .

) . 9 A A

SR-F12 T0 R237-27- , RICHARD R ANNUAL REVIEW DUE 07781
cSL-074 . JAMES FO=13  SUPV-18 , FO=13
COORD-D GEORGE.  EQ=D1 . . 'FO=

SR-F*2 TO R449-80° o . EMMA _J  ANNUAL REVIEW DUE 06781
CSL-074 ' JAMES FO=13  SUPV-18 FO=13
COORD-D B GEORGE FO=(°1 ' © FO=
"SR-F12 T0 R381-56- : .. " CHARLES D~ ANNUAL REVIEW DUE 06/81 ¢+,
CSL-074 © JAMES FO=13  SUPV-18 ~ o FOZ13%:
COORD-D GEORGE FO=01 - , FO= - .
SR-F12 TO R443-66= | : " JIMMY L ANNUAL REVIEW DUE . - 05/81
csL-074 . JAMES - F0=13 ~ SUPV-18 < FO=13
COORD-D _ GEORGE - , F0=01 Co . FO= .
SR-F12 T0 R441-62- l JOE E  CANNUAL REVIEW DUE 07781
CSL-074 JAMES FO=13  SUPV-18 - FG=13
COORD-D GEORGE Fo=01 - o FO= .
SR-F12 TO R440-60- 3 PATRICI A ANNUAL REVIEW DUE, 07781
CSL-074 i JAMES..,  F0=13  SUPV-13 © FO=13
COORD-D - GEORGE FO=01 | . . FO=

, | ) \
Example #9 . N
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- Miehigan are

_ cases that are not, In addition,

I ) ]

-

i

The Purposes of the Case Aging
‘ te provide an inyentory of all enaes,
to highlight cases that may be delayed in the pro-

cess and tp summarize caseloads by target

Kroupa, It alao nofes elientd requiring* annual
reviews, A eouhsélor's caseload is Krouped by
status and within each status, cases are arranged

with the oldest ease listed first, For each ,um\;g\.

{OUP, canibu that are overage are separated Yo
there In a message
column which can bef used to indieate that 8 crpse
has been in a statusso Jong that the accuracy of
the data iy questionable, . "

fo

The Texas Attentiogl.ist contains the names of

. clienta who have been In a particular status for Y

period of time which approaches or exceeda the
average time for that status. The list includes the
date a client was referred, the number of months

since referral, the current status, ¢he date on. .

-

which the cliont ontered that status, and the mon..
ths in t!m. status. One, two, or three astorisks

alert the counselor to the length of time in statys. -

Fiscal and Accounting Procedures and
Reporjtl C

B .
. '

Methods of allocating client service budgets
vary from state to state, but many rehabilitation
counselors have a budget with the authority to

obligate federal and state “funds. For thepe
counselors, the management functions of controll.
ing the purchase of services and having funds
available are critical factors’in the clients’
rehabilitation, o )

To assist counselors and their supervisors con.

trol and properly expend the alloted money, some

zstates have made the computer the major accoun-

ting-and bookkeeping mechanism. This frees the
counselors and secretaries from time consuming
bookkeeping chores. Some states use the com-

puter only to record expenditures, maintain them

in accordance with federal accoun\(\ing - pro-
cedures, ind meet R-300 and RSA-2 rep rting re-
quirements. Other states are accounting for en-
cumbrances as well 3s expenditures for total com-
puterized reporting... .
The frequency of financial reports ranges from-
daily to monthly. On.line systems permit im-
mediate call-up of encumbrances and expen-
ditutes, although files may only be updated daily. -
L \ ’ R

17

Study in

S eerns, -

< " b -

L]

Su\ites eroate reports for counselors based ypan
counselor and .supervisory nveds, computer
gapabilities und time, The following reparts
demonatoate counselar oriar{ad-hpd‘r&s afd cun-

A

The Oklahuma VR agehey has installed an on
Wae system which permits a counselor to enter ap
a lorm displayed on the terminal a elicat number,
a vendor numbergand the servicos authorized.

“The computer then enters the remaining required

information from the eliont and vondor files,
assigns an authogization number, tyges the
sutherization and an invaice (elaim) for the ven
dor and encumbers l,ge fupds. The counselor then
signa The authorizatibn (Sve Example 100, When
the invoice is returned for payment, the encum
brance i ‘reduced through
Counselors receive inonthly reports of all edpen
ditures, o .

.

A counselor“in Pennaylvania_can secure a
liating of his op he(‘c_llunts' unliquith
brances to assist in‘purging outstandink encum.
client
name,

brances. The information provided is:
number and name, vendor number anc

/ authorization humber, effective date of authoriza.

tion, and balance (See p. 97). .

To supplemant this report, the conselor can
secure an alphabetical listing of active clients' ex-
penditure figures. It shows for cach client the

total unliquidated monies, and current fiscal year

expenditures, further broken down by facility,
trust fund and SS]I costs incurred through the
client’s entire rehabilitation process (See p. 98).

The Cumulative CaseServiee Expenditure

Report - Detail Listing from Kentucky provides 7

each counselor with the monthly expenditures
processed. It is broken into four sections: non..
severely disabled client expenditures, Section
110 severely disabled client expenditures, trust
fund expenditurgs, and SSI expenditures. Within |
these categories, the following information is
printed for each invoice: case number, client
name, major ‘disability, vendor number,
authorization date, dates of service, expenditure
category, original amount authorized, ad-
justments, net invoice and refunds iSee Example
11). '

. . .

SR -

ed encum-—

the coamputer. . .

.\%



STATE OF ORLAHANA | AUTHOB EF AT IAY NO,°

C =108} namuwfu\ NF HUMAM SERVITES .
M . ; \ . /) \?rzaaum\
, ‘ _ Y
NON-MEAISAL SFRVICES AUTMOB] ZATLON WEND  FASF SFEHV{CF
. COCLIENE STATYS Y
lssUF nu& 12 10-a1 ! .
\ ' FUND TRUST - FUNA
EFFPFFWF REJTEY ; ., OTHFR-SPEC,
. LY N \ N . ] ’,
ENDING :
t‘ Yy - |
Fy . ' HE €1 JENT R TTLLNG
T JTUNIVEISEYY VE LA . :
v s, 1000 ASE, RIKR {08 CASE 3o,
RN AL LAY COUNBY -T 518, ML AV {27
e HKLA PIMA LT R . _ \
ANY {30
VENDOR 1DENT, NY, Z2992-Va-6D04 U TR ALY

VS ANF HEREAY AQTHOR IPE) TO FURNT O IHE FIlLCqu? SFRVICES NR MERCHANDEICFE TN
THE AANVE=NAMFN PFR<AN,

L2 23 -

« CANWNIf BE ﬁfifiwﬁlnt% FIR ANY STOVICE \OY WUTHCRIZED AY YHIK ACTHrY,

W W W AW W R TR . Qﬁ..W"ﬂ-Qﬂ‘Uéw!&.ﬂﬂn"-*‘n“‘*"lﬂ-‘nm'l"ﬂQﬂ””.‘ﬂﬁ.n‘n“"n‘ﬂ“*-t

SERY, LIJUINATIIN  ARSIHTPTION ‘ SFAV PROC NOL,  TYRE UNQY mya
LINE NESCRIPTIIN  NF SFRVICPS TYRF CNNF UNITS UNIT  fcY ¢ casT®
SJINE LT Tyt YN \ 01% MRS 200 V12,840
L ENF 2 FFFS ' ‘ Voo ' L) M.n9
LINF ) ¥ \ SO0 5 L0
LINF 4 i . + DD « 09

L OLESS FINAMCTAL AINg . 09

3 AMY TOT AL A7 .80

FYPLANATION SU”&F&FN[QL FALL 19R)

’ ) A N - '(
ALL COADAS AGAINST ™IS AUTHIRIZA TN My<SY ﬂF QUHN!YYf" WITHIN “NF Y AD NF THP
NATFE THE SERVICE N 1TFv S PROVIDFN, iﬁi

- D B W TR SRS M we (o ge w8 MR T TR R e e

SINCE YHI< IS A STATF=F=IFRAL ASERCY WF DN NOT PAY (ALES TAX,

NJTE YHQ‘ABOV‘ ACCNINT WilL1, RF Parr teny kﬂfftpY OF  INVI F LFNPM VA-A-INK ™)
VR-A-13054) ALL INVOICES SHOCWLD RO SUAMITFEN DROMPTLY WH NUF ANN SHMILN
e plG’leY 'XFC'"‘P RY T4 RLSINFSS MANARFER NR NTHER AITHORIZEN PERSON,

RETUYRN CLAINS T : e .
GEHARTLITATIVE SFRVICFS, DISAs 20
588 5 FONSTIYUTIOM

'{7 RANMC 1 1272-111Y L
- ) NORMAY tX 71040
- -

- ' srmurn ‘

. LT . me s ammssmarmma eSS oS e e - f-—w—--————-—-.——--d-‘
N RINTING INFORUAT [N ATHROTTEN ASENT, VACATIANAL RFIARTL TTAT 1NN

SIPVY CSLR 4NuE rer e .x

AFF 29 N3 0% ITF A2 N 127w rtrpy v COUNS FnR L W LR

Example #10
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ERIC

Aruitoxt provided by Eic:

amount, halance ahd verdor idestification

' ‘ ‘ ~ ,

The Cumulative Case Nerxice Eapenditufe  type of sefvice vwde, fusd code, authofided
Heport - Summarised Tulals aecuimpanies the * smuunl, adjustmieils, bpeR  envumlirsices fe
sbave repurl. [ suiminerides he} expenditufes  maining, vendar 1) number, ipvoice aumiber,
from 110 funds fuk sevefely &Rd non seveiely date, period uf sefiice, invoice sttuuhl, Redooagly
disabled, trust fund, and B8} plys the tulal uf all acvounling vodos, and fiscal yoaf in which invaier

cupehiace, ahd Aol tutal ur severgly disabled, asd was paid. /J ¢
piefeenl apehl A serverely disabled Fuof each of | ‘ : N _
“hese fubds, cependitules afc Litvhed daws by The (hlahuma Clichl Hefyice ﬁ‘iﬁe&d!(i&!‘t&

sctyvite slatue iG7, 08, 10 24, post empluyichl! by Hepufl scparales expendiures (uf cach client in
eategury of acrviec idisgaualie asd cvaluation, i fedical, hun micdical, asd paymenle 1o clicalas
maintonafice, elel, apecial use of fusds. o by vendor and authoricativa sumber ahd date
jusfrpents, refunds, afd facility yoe e Fuanmple ¢ Bee Farample 140
12 A - ' ~
]
4 * . . - »
la Tesas, the covunselurs afe pruvided a Traiy
saetion 1isting - No Activity Ninety of Mate Days
teport. Thisgqugrictiy tepafi lists ouylatanding e
cuiibrapeos against which no artion has been |
taken far 90 days. lf there Rave been pattial
payments or refunds against these authorisa
tioas, they ate shown. Also provided bre requiss
tion number, cliont, dales of acrvice, lransaction

Infarmatinn Exihange snd Hesourer Direriovrics
. .

Viacational t{habilitalion agencics putchase
servicer frum pt\vale vodars and secure similar
beficlits lhmugh plhef agrficics A ‘coynselar’s
suecess  (fequontly depends oh ks ur her
ifif:lhlr(ige uf availahle scfvices ur benefile, and
the eane of secufing Beoesaafy jaformation abeeut
» the vendars of ggrhicica Vendor of agehey inlof
mation traditionslly has been manually maintain
cd or verbally rumni\wi(alrd Sottie slatea are
beginning tu place this I!\_lurm.\tmh in their cony
pulers ur wourd processcrs. tesMrellas agpenicies
with centralized elient computer hles may share
chent taformation ur indicatle what agencies are

Fach couiaelor in Arhansas feceives A \n"r—ll;
printout uf the life of case financial transactions
for cach client. The uyfucuum arc identificd a8
encumbrances of cxpenditures. For cach client
the summary shows all encutfibrances by vendor,
each payment to a vendor, and a vendor sum
mary. Costs are broken down by facility, trust
fund, SS1. cxtended evaluation and total costs.
The elient's tota) program and current fiscal year
costs are also displayed: Al the end of the report,
the coynselor's weekly and year todate activities
are summarized by encumbered. cancelled, nel
encumbered. paid. oulstanding allotment. and
allotment halanee, The report also provides some
client information,

aive ascfvices Ly all chients

The Supphier Master [haplay wsedd i Penn
sylvania rontains all available information on
each vendor, including nolification that a vendor
no longer wishes tp be used by VR Provided are
the veador identiliers, codes for the services they
provide, and the total payments made to the

; . wdar (Sec p, Y9l
The Nevada Rehabilitation Division produces vendor (Seep. ¥

an Qutstanding Authorizations report for each
unit. It fists, by client, all outstanding authoriza
tions, when they wese issued, amount, halance,
and the number of days they have been outsian
ding (See Example 130,

Pennsylvania counselors have aceess through a
terminal to the most current vendor file, Whenan
indivadual is unsure of the vendor's name, the file
can display all the vendor names identical to that
requested if provided a nunimum of the first
three letters in the vendur's name. When located,
the vendor's same, address and number are
displaved iSce p. 100

A counselorin I’ennsylvani:can call up a visual
record of all costs incurred for a specifie client
. throughout the entire rehabilitation program.
The report contains for each expenditure the
originating distriet olfice, fee schedule number,
authorization number, date, supplier number,

I | - 25

serving a parlicular chient These procedures -
could allow for mote rnth‘irr’ht‘nsi\'t‘. leas expent -

g
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Aruitoxt provided by Eic:

E



1 :\‘," : ‘, ' S R . . B . N\~
RBKO !/B 78‘“1‘0 s VQUREAU OF VULAYIUN’A!. RﬁHAulLlYATION. ) . HSCA.t‘..' VEA‘&‘UCY ol n‘lﬁﬁGSur{ 55
o ' ya -~ . . QUTSTANUING AUTHORLZATIONS A o .
s ' o ' L .Aum' ‘Acma. '
. AYTH ADJUST - - BIL - .- '

CNSLN CLIENY NAME - FUND Ag&ﬂ JRNL AU‘SA?ERVIN: EU*G"‘A} ‘(I) I-f ) 251 BAL , AUTH .
62 - 037’0310 Co s |} 11213 0901 .10-0(-!!1 . " 21e30 , - 2130 58 DAYS -
62 03780450 : e 1 11207 0ovos 12-11-al .00 . : 34,00
62° T Cf 1 11209, 9007 Ll-le=31 - AB.90 . 48490

' . . [ N e . . o

62% 22190014 - ., %1 10599 0010 1i-13-A1 60000 60,00
Y o CT 1 11210 0018 11-24481 124,50 : . 124450 °

62 ‘ 1 11212, 0019 10-27-31 . 11.20 I O (LR

62 EE 10 217, 0020 12-01-8L . oo,so/ _ © 7 60,

o1 22190019 . . e 1 ‘11205 0002 01-31-52 300,00 » ' % ..o 3an0.00 T
et 22800015 . - ¢ 1 10574 0001 12-31-1il 186,00 < . 3 186400

62 22800120 o ] 10593 - 0001 12-3l-81 106400 "' s . 106.00, ¥ -

‘62 zéaqglz, . B I UL gont 12-31-41 310,00 110, 00-"> - AR
YR " 105 —31=31 P ' . j0400 AYS
b2l S b Loste goge izt e . 10,060 §19:98- 2+t

- . Example #13
10 - R.S. N0, 99, OKLAHONA iy - COUNSELOR - 123 . RUNJDATE - XX/Xx/xx- -
JOE B\, DOE, COUNSELOR - ' ‘ L : %« S :
 FRON - L.E. RAOER, OIRECTOR DEPARTHE NT OF Hum SERVICES - ' LT e - 01
O : CLIENT SERVICE EXPENDITURES FOR xx/xx[xx THRU xx/xx/xx S
- CASE IOENTIFICATION : VENOOR IOENTIFICATION ‘AUTHORTZATION . “ PATIENT INFQRNATION
© NAME - LAST F W NUMBER - CUNAME NUNGBER  OATE ISSUEO c_uun NO. -OATE PAIO  AMOUNT
¥ PART T - NEOICAL ExPEnonunEs : S , L,
e Py ~" 'TURNER JAMES MO ' 016915702  06/06/79 647763 08/24/79 99,999.99
. “RWN.* . GRUBB NILLIAN R 016915602  06/05/79 5107 08/24/79 ' 37.00
JCH e OOTTER RICHARO &  « 016916501 06/13/79 - 664411 ~ 08/14/79  50.00
Y PROSSER N P 016921802 O06/30/79 620795  08/07/79  10.00
PART II - NON-MEOICAL EXPENOITURES - o 3 L . L ’
*A ~ WONTHLY OIRECT EXPENOITURES 10 CLIENTS - . - . _ . e
P /’\ RE -. .  ALEXANOER R E. ™ 850123 -'08/01/79, 123456 - os/oz/n 90.00
_ TN gy . .-~ ROBERTS J J . 850125 0B/01/79° 134567 . 08/27/79 .- 44.00
. 06 - ROGERS 0.6 950123 05/01/79 124651 08/13/79  45.00 .
"B - OTHER non-neorcu EXPENOITURES . . ’ o L
B0 - CAPITOL BARBER-COLL - 900123 01/01/79 425123 - 08/10/79 . 150.00 - f
_ RT - - UNIV OF OKLAHOWA., . 016915001 = 07/01/79 425125  O8/11/73 % 137.50
A 7 . MMSEND OF REPORT®** - '
S ST Example #14 27 ’ T
. . R . . . R < X EE
O
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“

Departmé¢nt” of Welfare and vocaticnal: ,

rehabilitation client tapes in Texas 'are cross-
matched and a rgport is provided to the coungelor
when a matcﬁ made. The report gives the
client’s addresS;™welfare case pumber, worker,
type of public ‘assistance, eligibility date, and
-amount of assistance. The counselor also is in-
formed how the client is -coded for pubhc
; assmtapce in the VR% (See Example 15). .
. The Florida Client'Registration Report hsts all -
ﬁ} counselor’s clierfts and indicates what other;
agency in the uthbrella serves the clieqt, To

: secure more detailed information, :1} VR

counselor- simply asks for the other worker's
name and contact is made.

Oregon prepares several reports concerning

- 88SI and S§DI rec1p1ents ‘A caseload report lists
all allowed SSI or SSDI cases by counselor, show-
ing current VR status, status of verification from -
SSA and certification. Another report (See Exam-
ple 16) lists by counsclor! cases verified but not
certified by SSA to be receiving SSDI or SSI. The

" computer generates cards to send to SSA to re-
- quest verification and to report closures. Another
report lists all gases referred by Dlsablhty\ﬁeter-

mination but npt opened by VR within 60 days. A

Chargeable Ependitures Report lists all SSIand

SSDI cases gerved in the current fiscal year, iden-
id bills as chargeable or not char'geable
to SSA according to the verification or certlflca-
tion mformatlon on file.

~
.

Under a contract w1th the Mlgrant Student
Record Transfer System (MSRTS), baded in Little
Rock, Arkansas, fifteen state rehabilitation agen-
cies are sharing information on migrant workers
through participation in the Virginia Interstate
Migrant Farmworker Rehabllltatlon Project.
When a migrant comes to a ‘participating VR
agency, the counselor’ calls
counselor can ascertain if the migrant is being or
has been served by any other state, the current
status, primary and secondary dlsablhty. and the

-name, address and phone number of the most re-
cent counselor.
enables the coordination and continuation of ser--
vices to a populatlon whose vocation requires fre-
quent moves.

23

MSRTS. . The -

“This - computer-based system _

Technology For Clients

The computer or the micreprocessor is widely
used in—devices which enhance the lives of han-
‘dicapped people in the home and at work. There -
are also the computer-related occupations so well
suited for mobility-impaired people. However, the

- use of the computer for or by clients to expedite

- the “rehabilitation process -is still ‘extremely

limited. Most of the client-related technology is

external to the VR sydtem and must be purchased

on a contractual or per-client basis, or shared

with other human service agencies. '
- .

, One in-house aid ig the. Oklahoma Potential
Client Change Analysis. This report is generated
by a computer program which extracts from the .
client files information that has been found to in-
‘fluence clients’ progress from “acceptance to
closure. The program identifies this information

» for a particular client and searches through the
data bank to provide a summary of the agency S
~ experience,in working with clients with similar

. character&ics. The report contains the client’s
_current condition and shows the probability. of
that client improving on the following factors:
economic/vocational status, physical functioning,

- psycho/social functioning, family relationships,
and education. These probabilities can be used to -
assist the client and counselor in establishi ng
realistic objectives. They may also be useful in
providing guidelines for program content, time
“allocations by client and counselor money expen-
_ditures, and for optimizing program effectiveness
‘(See @xample 17). ' »

The West Vlrglma agency operates a statew1de ‘
Information and Referral Hotline for blind and
visually handlcapped persons seeking informa-
tion about services available to them. A person

-+ ,calling the toll-free hotline will receive informa-

tion about services: avallable from state and
federal government aggncies, and from private
- organizations.. The caller riwill receive the address
and telephone number of the appropriate-service
‘provider(s) and, upon request by the caller, the
uniit also may serve as an intermediary between
the caller and service provider. A mmlcomputer
prov1des ready access to information about ser- .
vices and also’ processes all the paperwork re-
" quired-to refer a caller to the appropriate agen-
~ cles or organizations. '
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|

PGH=1D « $32202 (SN6x0} e T TERAY Ay Hnlou codMlsslon 39000000 PAGE I
INPUL FILED ST2201 nELFAh' CASLLOVD CRUSaMATCH OF NEW ~ECLPIZNTS ' : :
i <ULy 23, 1 ! 0N ¢ Ol
Caton 7 THESE CLAENTS WAVE OEEN UPDATEL UN YLUP CASELOAD - PLEASE cosi;cv \F IN LRAOK
AEGLON
SUPENY 1500 959 . SUPy<OFFICE NAMCI WEAUNONE CALOER F O-THE/O '
COUNSELON a24 " COUN-OFFICE NAWLY PCAT AbTHUT F O-TuC/DHR P
. 58 NO» CLIENT NANC STATUS STATUS DATE  REFERAAL DATE  ulATH DATE  TAC WEDIC N A TYPE
’ T XXIXNYIIN] Gehectpa kbR bRRRADRRRR Y [ AR XLR] ......'...J [ XX XN T YNTRNNY) [ XX YT EINNT .....l....‘.. atbhenpe
20 03/06/81 0172281 "09/03/%4 . 9-008219-68 {
orw turoanArxnn ' S ' ' .
NANED AODRES S1 CARVER TERRACE PORT ANTHUK TR
%. CASE=NQ: 5-008219-68 - praG. TYPEs 01 OPW GFFICE ND3 JUDGET=J08 NDt 10617401 :
" PA TYPL3 AFOC ' GRANT ANOUNTS 3118 ACCEPTANCE DATE: 06=09-81 ARTH OATL: 09-05=54
TRC GENERATEO NESSAGES:
| == CLIENT PREVIOUSLY LOENTIFLED 8Y ThC AS PA cooe 0 Seseccccc NOIE ==sme-a-
2 . . . .
.“': [ XXX YNNI N B _)......................... v....‘.' ‘........... [ XYY Y RINNNT] [ XYY D] [ A XXX RN NTR] [ A XX TR DN]
‘ - - : ... 0371881 01722781 12714761 5-016555-20
0PW L NFORMAT 10N - ' . oo '
NANME ¢ AO__ORESS! EAST L5TH ST PORYT ARTHUR TX 1640
- CASE=NO: 5=016555-20 PROG. TVPE: 01 ©~  Opw QFFICE NO3 QUDGET=J08 NO: 10617401 - o .
PA TYPES AFDC GRANT AMOUNT: 8138 ACCEPTANCE DATE: 06-25-81 BIRTH OATE: 12-14<61
me, GENEAATED NESSAGES: - ' ' R
: ~== CLIENT-PREVIOUSLY TOENTIFIED Q:;fﬁc.ks PA CODE O . ' mmemecsic NQTE =msmmeas
- ] ) . ! : :
..__..._ﬁ_.“.'...‘. atb et bRRaRRRRRY [T XXX Y] (I X XYY EYY] XX YT Y NNINYNY) adaadaboow acadbaaNRRRS eecabee
R S 18 03711781 07724780 05707758 z-243768-01 ' °
) . 4 ; ' .
OPM INEDRNATION ' ) . ARTHO
NAMED ° oo ADDRESS1 HO8ILE AvE S . PORT ARTHUR TX 11640
CASE-NO: 2-245168-01 . PROG. TYPE: 01 0P W OFFICE NG1 BUDGET=J08 NDT 10617401 .
PA TYPEs AFOC GRANT ANOUNT: $164  ACCEPTANCE OATE: 06=30-81 g0 BLRTH OATES .05-07-51
e ntu:nur:o NESSAGES: : ' B -
== CLLENT PREVIOUSLY 10ENTIFIED 8Y TRe As PA COOE 0 , mamemecns NOTE ==e=emee-
. . P .
- Example #15 : : 2
.

. ./'
1/13/82 . o ' LIST.OF SSDI-SSI cAse’senven s1nce’ocT 1,1980 . ‘ .oy - PAGE
v . </ ‘ . ~VERIFIED BUT NOT YET CERTIFIED BY R-13 R
- iy : ' :

-/ : STATUS sSpI  SSI’

. o SSDI 551 T

AC SSN FNAWE NAME - PLANDTE - STATUS DATE ALLOW TERM ALLOW TERM.  EARN
. N . . . . a

0801 RHONDA 0% : 102681 . 14 102681 010177 . i

0801 SUSAN : ' Iy 041681 28 - 080681 030165 . A 000

0301 KELLY 110681 18 110681 020181

0301 PHILLIP 091881 = 18 091381 030168 . : . ’ ’

0802 ROY : 110181 .26 010582 060181 070

0802 CECIL 060881 " 18 060881 010181 .

0802 STEVEN 013080 28 062581 090180 090180 070180 030181 000

0802 PHYLLIS 021181 - 26 010682 030179 - . . 075

0802 RAMON 071381 18 071381 090177 . . )

J 0802 KENNETH / 062381 . 28 - 112481 120173 - : 139
0802 ROBERT 080381 26 103081 090180 033
0802 ARK 030281 26 052981 070173 . 080 -
0803 SHIRLEY * 022581 28 101481 040179 110180 010181 010181 000
0803 ALLEN 012781 22 102281 120180 120880
0803 ORVAL 022481 20 100981 010130 = 010180 110180 .
0803 TIMOTHY N\ 031881 26 111781 100178 020181 020181 - 050
0805 ROGER 090380 28 060981 020177 090180 600
0805 CAROL 041878 26 042881 050175 110176 . 28 -
0806 BETTY 100381 14 ‘100881 - : 090180 999999
0806 ARLENE 120181 18 120181 120175 '

0806 MARY 090481 18 .090481 010175

OFFICE TOTAL .

vExample #16

‘ s .
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Aruitoxt provided by Eic:



— ' : ' CLIENT NAME

SOCIAL SECURITY NO.
ADDRESS
TELEPHONE NUMBER

DISABILITY
""DISABILITY CODE

CASE NUMBER
DISTRICT OFFICE
COUNTY
COUNSELOR ' NAME

.CASELOAD NUMBER'

MR MILD FsSiQ 53

530

446582930
31
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HPUTENTIAL CLIENT CHANGE ANALYSIS

THE FOLLOWING PREDICTIUNS FOR YOUR CLIENT ARE BASED ON AGENCY
EXPERIENCE WITH SIMILAR CLIENTS OVER THE PAST SEVERAL YEARS.
THESE PREDICTIONS ARE OF THE SAME NATURE AS THOSE MADE BY

'HEATHER FORECASTERS - THEY ARE PROBABILITIES

RVS AUDIT

. gt

OKLAHOMA CITY

THESE PREDICTIONS MAY BE' USED ON THE FOLLOWING HAYS;

TO ASSISI—YOURmeJENT;4N=ESTABLISHJNGwREAEISFIG”OBJEG?IVES

O

ERIC

Aruitoxt provided by Eic:

2, TO ASSIST YOU, THE COUNSELOR, !N FORMULATING REALISTIC

" OBJECTIVES FOR YOUR CLIENT.

3. TO PROVIDE GUIDELINES FOR A.) PROGRAM CONTENT B.) TIME .

"EXPENDITURES BY CLIENT AND COUNSELOR C.). MONEY EXPEND! TURES
IN-ORDER TO OPTIMIZE PROGRAM EFFECTIVENESS,

-
'
*

CURRENT

"

25

FUTURE STATUS

~ - -

FACTOR STATUS 1 2
'ECONGMIC/VOCATIONAL STATUS 5 2,9 22.9
PHYSICAL FUNCTIONING 2 37.5  57.1
PSYCHO/SOCIAL FUNCTIONING 2 46.2 231
FAMILY RELATIONSHIPS 1 78.0  14.0
EDUCATION , a 2.7 13.5
4
. = ~~  Example #17
WY
. ' L

NOR=~N
HeXoR . K0
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PRUBABILL%:ES OF MOVING FROM CURRENT STATUS TO LISJED STATUS AT CLOSURE

ro~N®A

oK 73117
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The South Carolina Handicapped Services In-

formation System is a multi-agency system which

provides on-llm(l},lormatlon on available services
for handicapped persons. The client indicates the
county and the service for which information ls
desjred. Within four seconds, information regar-
ding the available service will be displayed on.the.
terminal, including the agency providing the sor-
vice, its location and phone number. Also provld-
ed are a detailed description of the service,
eligibility criteria, availability of transportation,
hours *of operation, and accessibility. If a service .
is not available in a particular county, the system
will dlspla%he name of\the nearest county whore
“the service is pr%lded ‘

The greatest use of the computer by VR for
clxents is in the area of occupational information.
™ 1In 1970, the Department of Labor awarded grants
to eighfgtates to develop computer-based infor-
mation and guidance systems for students and .’
out-of-school youth. From these efforts life-long

tions covers the totnllty'of the rohabilitation

- field's, disciplines, profossions and services,

NARIC, in éonjunctlen with the Rehabilitation

- Equipment Demonstration Units, Rehabilitatio

Engineering Centers, the. California Department
of Rechabilitation, and the Rehabilitation
Engineering Service Delivery Project, has
developed a computerized file of adaptive dovices
and equipment for handicapped individuals catied
ABLEDATA. Presently, the ABLEDATA cﬂ}' '
puterized collection is available only through a
limited number of agencies. These agencies act as
“brokers” for dissemination of the information by
providing interpretation of questions and
answers, and identifying l'“'ul resources. The
ABLEDATA data bank currently contains ap-

-proximately 1,000, entries of personal care and

home manageément products, and is in the process
‘of adding another 6,000 rehabilitation products.
ABLEDATA provides name, address, cost of pro-
ducts, catalog descriptions, user feedback and

LY

__career mformatqson Sm evolved. In 1976, the
~ National Occupation ormation Coordinating -

_ Committee (NOICC) was formed to consolidate

the efforts of all the states to insure uniform

" definitions and standardized occupational

classifications. Each state has a counterpart of

"NOICC - the State Occupational Information
Coordinating Committee (SOICC). Each state
committee must, at a minimum, consist of
representatlves from vocational ,education,
employment security, employment and training
(CETA), and vocational rehabilitation.

There are‘also a number of privately developed
occupational and career information systems
available. Table 1 summarizes a few- of the
systems in use, and a listing of other systems can

comments . from professionals. In.the future,
evaluation data and suggestions for custom equip-
ment designs, or custom #odifications to commer-
cial products will be included (Pathfinder, 1980). .

.Technology For Support Services

Statlstical' and Report Writing Pachges

‘Staff-néed no longer be restrlcted to routine
repotts or information. Software companies are

" producing report writing and statistical packages

oundin Appendlx B. Appendix B also contains

a printout of a, conversation between the North
Carolina Career Information Delivery System
computer and a client, and a sample occupatlonal
brief. ,

v

The National Rehabilitation’ Information
Center (NARIC) was established in 1977 to im-
prove information dissemination to disabled per:
sons and to rehabilitation professionals, and is
funded by the National Institute of Handicapped
Research. NARIC uses computers to collect,
store and retrieve information froam rehabilita-
tion literature. The intended scope of its collecc

which permit staff with limited training to access
information and produce their own one-time
reports. Becauge these packages use English-typely
input, the requests take a comparatively long.

" time to run and thus are more costly than the

routine agency reports. The packages, however,
provide flexibility and greater access to stored in-
formation. If information is needed on a one-time
basis, it is less costly to secure through this type
of system than to develop your own program. In
the states which utilize one or more statistical

. packages, the central office fills the counselor’s

26

request; counselors as yet do not have this
capability.

The followmg are some of the frequently used

statistical and report writing packages:

31
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' (rdditional inforation is available in Career
Infornation Delivery System Feasibility Study for the State of Illinods, Oct. 1980 - Rath, Jacobson

t

Q

) e i ' \ ‘
- ACTION 0P1CS e IOATINTIONS
e ) i v : ‘
CI0ICES Intetactive {n a conversational  Intereata - | coupational, Bducational/ © | N.C.,
' | mde, Client can ask questions  |Aptitudes, Memperanents | teainlng Inetitutions’ Fla,
oy about & pocttlo cocupation cr - [Conditions, Erploynent (ftatn have added other files| . ¥
| aplore {ntorests, Can copara  fOutlonks, Salaxy, Phyaloal . | !
| R 2 or 3 cocupations at 8t |Domands, Tradnirg woquirments,
| D} | o .. |elnd2ar Cooupations A :
; byl DUNNI W
lcis Intoractive eyefem using direct  |Tenporament, Interest, tdonal Descriptions Oreqon
(Career Infomation approach o¢ a\kructured acoces | Bducatlon, Physical Demnds,” | Bibllography Maska *
Systen)  gtrateqy callo QUEST, * [Hork Settings, Eamings Visit (contacts) + | Califomia
. R e ¢ , Clube (careor exploratory clubs)| Colorado:
{Occupational Informa- b , ‘| Propatation-medod ekille and | Goorgla
| tion Systems 015) | i " Loanaing ol
., ’ \ o Colleges Tow
o ( | et v, wbchootts
N | 1ocel Sumex Jobe Mmesota C
. ] "'l . mm .
| Hashington
COI¥ : ? Interactive quidance system Interests, Working Conditions, | Cocupational, Collzaqe Majors, T South Carolina ‘
(Coordinated Oocupa= | whdch allows the ueer to create an JCarect Clusters, Edwation, | Colleges, Apprentice Tips, |
tioml Information |, yooupational profile by indicating |Physical Strength' and Denends,, | Mlitary, School Subject, -
el ottt} t038. O LntrESE . Co0 50 1D ER1ALY. .| Others Yay Be Added, \
| direct access of cocupations, Alsol N - | BN
{ncorporates crosg-alks anong - , N
files including references to i r
| o | moice, _ - :
DISOOVER ‘ A computerized systanatic career  [Three Major Cateqories: - Oooupations, Colleges, Technical| Illirois -
' quidance systen at two levels = |1, Values and Decision Schools, -Apprenticeships, Vetmont 4
1 " high school and college/adult with | Making Blucation - Militaty Training, Graduate and | Florida (School
, ’ | oonponents addressing self- | ' | Professional Schools, Others May| Systens) -
‘ IR infomation (vadues, interests,  [2. Rolating and Bxploring Be Added., o .
' | competency), exploration of Opportunities: ( R
occupations, decision-naking | . /T
practice, relationship of self- |3, Career Planning ) ! j
~ Infommation to coupations, . ,
\ information to assist in decisions. .
\ ‘ 'TAHLE"J]. - . i‘ ¢
' MAJOR CAREER . INFORVRTICN SYSTEMS



\ . v o
DEL. DVR } 6PSS-FREQ-001 } ALL CASES YEAR TO DATE ' 10707/8),  + PAGE - {4

FILE  SYSFILE (CREATION DATE = 10/07/81)  INAUT {5 EOW SEPTENBER, 1981

»

. §
" EDUC . YEARS OF EDUCATION * | : J

ADJ CUN ADJ CUM ADJ CUN
CODE  FREQ PCT PCT  CODE FREQ PCT PCT  CODE  FREQ PCT PCT
0 37 8 8 7 120 IS 4 M9 3 %0 | |
1 9 0 8 8§ 34 7 2 18 & :
2 16 0 9 9 I 9N 14 2 N f
I %19 10 2451 10 40 17 13 o0 93
A2 110 11 43 10050, 18 110 9
5 3% 11 12 15 M 20 1 0w
6 87 113 13 A% 3 8 99 M 4 100
 NEAN 15,501  STDERR 0.327 . . NEDIAN 11,497
MODE . 12,000 STDDEV 22,103 YARIANCE  ABB.Al
KURTOSIS 10,027  SKEWNESS 395 “TOTRRNGE T 99,000
NINIMUN 0,000  HAXINUN 49,000 - TR ,
VALID CASES 4565 HISSING CASES 0 - Example #18-A
DEL. DVR | SPSS-FREQ-001 ! ALL CASES YEAR TO DATE , \ 10/07/81 PAGE . 10

~ FILE  SYSFILE (CREATION DATE = 10/07/81) - INPUT IS EON SEPTEMBER, 1981

SEX
B RELATIVE  ADJUSTED CUNULATIVE .
o ABSOLUTE FREQUENCY FREQUENCY  ADJ FREQ.
CATEGORY LABEL CODE FREQUENCY (FERCENT) (PERCENT)  (PERCENT)
| 129 - 503 503 50.3 K
20 2n 97 7 100,0
o TOTAL 4565 00,0 100,0 | R e
R L
MEAN 1,497 ST 0,007 ° MEDIAN 1,495
HODE 1,000  STDDEV - 0,500  VARIANCE 0,250
CKURTOSIS 2,001,  SKEWNESS 0,010  RANGE 1,000
" MINIMUN 1.ooo\ HAXINUH - 2,000

o Example #18-B
VALID CASES 4545 HISSING CASES 0 '
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+ printouts.

sutl;tlcnl Packages Report Writers

W gpss. CULPRIT
- . SAS FASYTRIEVE
~ BMPD RAMIX, o
SCS8 REPORTER
SIBLY-RUNNER \_MARK IV
MINITAB - ASSIST
OMNITAR .
508 -
STATPACK
0SIRIS
DATATEXT

Delaware uses SPSS and luxamplo 18 contain
two compilations available on that syntom

Microfiche - , N
Microfiche reduces up to 224 pages of computer
printout information onto one 4 x 5 % inch sheet
of microfilm at a cost comparable to the computer
Information that was once too
voluminous to reproduce and distribute can be
made -available quickly and inexpensively. Com-
puter tapes can be converted directly to
microfiche. Thus, listings of vendors, medical

" specialists, occupational information, and clients

.and computer

can be extensively distributed and easily stored.
The attachment of a printer to the microfiche
reader makes hard copies of specific information
quickly available, expanding the usefulness of the
microfiche. . o

Word Processing -

Agencies are increasing the use of word pro-
cessors as their applications expand and storage
capabilities become more
sophisticated. Word 'processors are being used
for publications, report writing, client surveys,
and production of frequently changing lists. The

- Nebraska Disability Determination Sectlon uses

a word processor for authorizing services. An ex-
aminer can input a -client number, counselor
number, vendor number, and code for type of

‘report desired. The processor finds the client’s

name and address. types a letter indicating that
the client is to go to a designated vendor for ser- .
vice, and sngns the counselor s name.

[ \ N

The Qregon agency uien u word processor for
tracking of resources committed to implementa-
tion of identified polley lssut‘a (‘wu Appundlx G

'l'eledyx . o S

To speed up the recolpt of medieal roports, thy
Nobraska Disability Determination Section is us-
ing 0" telodyx system. Physicians arerovided n
toll-free 800 phone number which is connected to
a tolerecordor. The physicians dictate their
reports over the phone. The recordings then aro

- {transferred to cassotte tapos which are transerib-
ed by DDS secretaries and returned to the. physi-
wns for oorructinnq and/for signatures.

lm}pnct On Staff

\*lﬁw-w.roductiun of data processing” and

automated management systems have added to,
rather :than changed ficld unit staff roles. The
availability of management information certainly
provides additional information to the unit super-
visor which may change the methods of suporv.
sion, It probably does not make the supervisory
function easicr but pcrhnps.makcs possible more
comprehensive supcrwsnon

- At this stage of development and with the em-
phasis on management, most counselors view

~ automated data systems as an additional respon-
sibility. The collecting and reporting of informa-

tion can and have been chores from which no ma-
jor benefits are perceived — many coufiselors get
nothing -more useful to them than a listing of
clients. Although many states are becoming skill-
ed in manipulating data to provide useful thforma-
tion to counselors, there is room for improvement
and for innovative thinking. In the meantime,
counselors collect information and ensure it is
entered intothe system. :

Secretarles and other clerical staff ‘are
undergoing some changes to their functions as
well, Data processing forms require coding and
frequently this is left "to the clerical staff.
Secretaries all too frequently are the exclusive
guardians’ or maintainers of the data systems,
The development and use of word processors will
have a tremendous impact on some secretaries - it
is already doing so on a limited basis.
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Until recently, vocational rehabilitation field
offices usually econsigted of the supervisor,
counselor, and elerical atafl. With the advent of
camputer terminals in the units, the task of input-
ting data can he asaigned to current staff or to a
new position, that of a data input or data consdle
operator, :

Technology an applied to service delivery s~

atill in ita infancy, Thoxe agoncies with online
computer systems providing ad-hot reporting or
report call-up are servipg the counselora with in-
c.reﬂslng..augcuvenuss. Access to accurme and

3

W
v, 1\

B
Y

1

current information s essential to the counselor,
permitting effeetive use of time and improved
decision making, Data banks and computer pro-
grams are being devised and used to enhance
clionts' pereeptions of viork and their capabilities,

Clientas can better determine their goals and ob-
~ joetives through the use of technology. '

Applying technology to wervice delivery is
limited not by the technology, but rather by the
laek of resources and imagination. The next two

“chapters will look at applications that are possi- -

ble using tuday's technology. | 4
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Potential Applicat‘ions In
Rehabilitation Service
Delivery

In the previous chapter, the curreat uses of
computers by state voeational rehabilitation
agencies to improve the delivery of services to
clionts were discussed There are many other
computer applications in use outside of rehabilita
tion. This chapter focuses on how some of theae

may be adapted for use by vocational rehabilita..

tion. They are grpuped as:

® electronic mail

® computerized data banks
® computer based education

-~ @ distributed data processing
*O decision support systems

e

Py

s
- i.f

Electronic Mail

While electronie mail does not have one univer-
sally accepted meaning, most dften it refers tothe

¢

Chaptel‘ 3 m——-—w

delivery by electronie means of messages that
otherwise would be transmitted by gaper or ver
bally tSaxton and Fdwards, 1960).

Electronic mail (s not a new development born
of space age technology, It originated “in 1844
when Haltimore and Washington, IXC were linked
by the first telegraph line: For years, the

telegraph was relegated to second rate status by

the telephone. Today we are linding that clvr .

tronic communication can al times offer ndun‘ .

tages over telephone service,

During the 1970s four advancements in elec
tronic technology contributed to the increased
use and development of electronic mail systems:
networking capabilities, low cost terminals, large
organizations requiring improved communica
tions and the increased speed of communication:

While public frustration cantinues over the
U.S. Postal Service. and business telephone ser
vice becomes increasingly expensive, v!fclmmr
mail oﬂcn several advantages:

S
1. Electronic mml is distinguished from other
forms of communication by it's capability for
non-simultancous communication, i.c., the

sending and receiving parties do not have to

be in communitation at the same time.
Messages once received can be stored (elec
tronic mailbox) and either forwarded or
retrieved at a more convenient time.

1 L



.o Aw oulguing telephons ealls typieally fail to
reach the persan sought T4 percent of the
tigie, aobsimullageays communication In
croases efficiency and can improve worker
effeetivences through better time manage
ment (Hrown, (9811

Flectronie mall iz an aiternative for expen
sive buaiposa travel .
It does pot rely only onaudio communica
tigs, making il tore appropriate for com:
municaling with the heariag impaired.

) ’ .

Electronic mail is more effective for com.

municating numerical and technical informa-

tivh (ARRenberg, 1UTHY

f"\)et"ﬂh.é mall products genetally are
catogurized inty document distribytion systema,
computer mesiago systemas and conforencing
syatomms. ‘
[ ]

1. Document distribution systems combine the -

use of paper with the electronic message distribu
tion funetion. Telex TWX and facaimile transmis
asion are the twa primary examples of a.document
distribution system,

Telex TWXN is a worldwide communications
network of teleprinters uﬂcrcd’yrz Westorn
Union in cooperation with the U.Y. Postal Ser
vice, culminating in & mailgram. Telex was
established in 1938 and s used heavily by
businesses operating in widely dispersed

geographical arpas. One advantage of Telex is ity
ability to send the same message to a large
number of recipients quickly and in a predictable
time {rame,

‘possible  rohabilitation applications are:

34

I facaimile transmission, & ducumcnl ja seann.
ed at the sending stalion and » copy tranamiticd
by radio wave ar telephune liscs ta » recciving
station in » matter of misutes. Hovause facsimile
sends R exprcl eopy, it id useful for transmisiion
of graphs, charts, piectures and handwritien
dorumenty. The limitatioas of this form of clec
tronie maeil are: 1 all stations must have facaimile
equipment ta sead or receive copies; and, 2) high
long distanes photo coslé Ay be ineulfod.

A

The Department of Velerans lNencfits of the
Veleraps Administration uses faciimile equip
monl (o rdite ehanges in policics and procedurcs
quiekly 1o atatf in 87 regivaal offices. The VA haa
found that the ude of faesimile transmission pro-
vides moare Lime (or analysis of complex {ssuos,
asiurds an accurals responee and generally
facilitates the communication of information re
quired Lo essist velorans (Velorans Administra:
tioh, 19794

AN

-

Generally, it is not profitable to send a large
valume of doeyménts by electronic mail but such
& Rotwork could assist a rehabilitation agency by
teanamitting important documenta which need to
be shared quickly, even il handwritten, Other
to
{acilitate coordination and cooperation between
central and ficld offices, for administrative
reviews, clu-nl assistance projects of inquiries
from clients, and the sharing of job leads among
field offices. :

2. Computer message systemn are the fastest
growing category of electronic mail. This
category includeas not just one, but a variely of
terminal oriented systems that use a compuler
for receiving. storing and transmitting messages.

Recieve’
p

. ~Reciever.
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A humber of vumgiuter cutipatiles ulior
message sysloima where the campany provides
the vomputer terminale and basie training fur
users. Uaers dial jatu the hetwork to tranamit or
fedcive Hicasages, aid cosls arv based on the
Aumber of transactions. This iy ah incapensive
way to Uy electrunle mall withoul purchasing
equipiient.

Iweia (‘ulnihg Fib-cfghn' (.l( Toledu, Uhia
begah leasing roffipuler message Jervices in 197
uti & pilot basis to asaisl in intersal cummuniea
Uons The company markels a variely of produets
internativnally ‘and intracompany comitiunica:
tivas are cumples. OwensCorning ysed the
systemy primarily tu replace lengthy telophons
ealls afd ahort memos, alter caisling communica
tivh procedutes and 1o rommunicale in ways ot
poasible previvusly. Traditional communicativn
ficthods were altered whea sales people were
able to teport informatign wherever and
whenever it was convenient for them.
Geographically disperacd personnel were able 1
review and comment on camiplon ducumenta.
Owena Corning eatimat..s that 235 centls were sav
ed every lime 3 compuler message transaction
rv;»larrd a traditional communication transaction,
and a savings of $4.15 per message in employee
Lune (Cannings, 18), . -

Manufacturers of word processing equipment
are producing intelligent computer terminals
capable of combining data received over, com.
munications lines with text from a word process
ing center (Cannings, 150 Communicating word
processors have the eapability of exchanging text
with other communicating word processors.
Transmission typically takes place over
telephone lines and may be controlled by or link.
cd to a computer. All documents transmitted by
word processors must be Uyped. but creating and
editing the documentas are simplified by the word
processing capabilities, Although a Jarge number
of word processors are available today, only a
small percentage have this communications
capability. There are no standards for com.

munications and compatibility of equipment is a -
" problem. '

3. Computer conferencing sysiems comprise
the third category of electronic mail. They can be

described as a kind of super computer messaging ]

system {Cannings, 19} Computer conferencing

~and

a)uc’ma tishe It possible for people dispreraed
Uver @ wide googfaphical area to hold conferences
whetvver they chovse.

2

*i@ ¥
.

commuynicate with each olher

Conlerecs
through the computer, whith heeps track of the
firssages, sutls and passes them on to the othoer
participants

——
Cannings W) reparts va the experichce of a
west coast manufacturer who experitiented with
coitiputer canferoncing beeause of communication
coordination problems encountered in
markel rescarch projects. A single project re
quired involvement of company and alaff con

sultants located in different parts of the country, |

but the use of customer informatiin available in

dinly one location. The firm leased computer con .-
{erencing services, eallfed NOTEPAD, in 1970,
After setling up a rescarch project team,
NOTEPAD was provided with the list of team '

members and aceess to project infurmation was
restricted to membors only. When members ac
cessed the system they were brought up to date
on any information or messages added since they
last jooked at the project file, Users also could re
quest specific documents or messages based on
the file name, date, entry number or hey wnrds
Any Rew team member could be brodght up to
date quickly, Members also entered new informa
tion which could de available to all other team
members or to only ane persan.

«

w

This firm's expericnce with NOTEPAD and

_computer conferencing was positive. The number

of phone calls and attempted phone calls duripg
the project were greatly reduced. Problems were
brought to the attention of all team memboers
rapidly. Members who were traveling or on other

40
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e a°Slgnments were able to keep in touch with the‘ teract simultaneously. As most telephoné calls
progress of.th( roject. An historical record of all:  are usually one-sided conversations, it often is
decisions M actions taken by the project team - more efficient to send a message electronically
was pravided. by NOTEPAD : y . * andto have the receiver respond when it is conve-
. n1ent. -
In the rehabxhtthon commumty. about forty:
orgAnizations representing disabled persons, Another advantage is that messages can be
res:\g‘ch engineers and consumer advocates have . sent to severdl different places at the same time.
been involved since-1977 in a computer con- This can be important in sharing job.placement
ference entitled; Devices for the Disabled. It is - leads, communicating polxcy and procedure
devoted to the exchange of ‘information and changes, or when complex documents or reports
" discussions regarding developments in  need to be reviewed by staff in dxfferent parts of
~ technology applicable to physically disabled per- . a state:
sons. Devices for the Disabled is 'only one of . , :
several conferences operating onythe Electronic The real potential for computer conferencing to
Information Exchange System (EIES) available ~ assist in VR service delivery may be the manage-
_from the New Jersey Institute of Technology and  merit of a specific tase by a team of specialists
.. established by grants from the Natxonal Scxence . located jn different parts of the state or region.
’ Foundatxon v ) : An entire case file could be kept on a computer or -
: ¢ : - ' -a separate consultation "case file could be
" AlI’communications during ,the Devices for the  established. Thxs would allow central and/or field
Disabled conference remain on file and can be ob- . office specmllsts to comment on Spelelc cases.
tained for review, either selectively (by date, key

]
'

wandn&qngmator) or in total. The conference has - Medlcal consultatxon is a tradxtxona‘l case
 been used by members at two distant universities management procedure which could-be improved

' tocoauthor a journal article. It also has been us-  through computer conferencing. Physicians could
. ‘ed to organize and disseminate an agenda for.a  p¢ retained for consultation without regard to

- nationa) meeting. On a more informal basis, the  {yeir geog’raph‘olo ion, thus obtammg the ser-

a conference has bedn used to. pose ph11050ph1ca1 " vices of the most prropnate physician in the -
_ questions, relate unique . experiences,” share  gtate for each medical specialty. For example, a
frustrations and enc0urage brainstorrhing. ~~ neurologist could be consulted in every case in- . -

" volving brain dysfunction.
A study by Starr Tiltz (1979) revxewed the use - ' _ '

. of the EIES by four research groups, including
the conference on Devices for the Disabled. Her
conclusion was that computer conferencing was a
viable means of communication within a seientific -
community, but several barriers to utilizgtion of
the EIES existed; Some conference members did
" 'not have easyacces§ to a computer terminal or
* . they had difficult accessmg telephone lines.
Users also required™training in the use of the
system (about five hours) before they felt comfor-
table using it. However, the users felt the -
greatest inhibitor to system utilization was lack
- of motivation. Implementation of a computer con-

‘= - ference system must be planned and related to an : . : - _ _
xmportant need of the conferees - .. .In/rehabilitation more specialists probably will
. be involved in individual cases. Technical support -
Vocatlonal Rehabnlltatlon Appllcatlons : : is required in placement, similar benefits, in

- dependent living and job engineering. A com®
One of the major advantages of electromc mall . puter file could be the best means for coor-
is that the sender a?d receiver do not need toin-  dinating and recording the management of a

,
i .
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-

.advantages: . . '

0d specialists,
r monitoring
ovided over

specific case by the counselor
This.also could be.the best method
and reviewing all the consultation

‘ jperiod of time by a specialist. ' Lo

Computerized Data Banks

The costs of computer hirﬂwaregfdecr as-

- ed in the last fifteen years while complter

storage capacity and“processing speed have 'in-
creased steadily. Predictions from the computer

_ industry are that in the future mew technology
will ‘inerease dramatically computer storage
- capacity further reducing costs. This ability of

computers to store vast amounts of information
and to retrieve selected pieces of information
have led to the development of large banks of
data. (A data bank is a computerized collection of

information assembled in one place.).

A computerized"data‘bar‘ik offc;_rs a number-.of

9

1. Althohgh data can be ac(':(;ssed from a -

largé number of pgints, it is stored cen-
. trally, - 7 RK) '
" 2. Information can be updated réadily in one
-, Place.without having to send out correc-
. tions or change notices to all users or
' potential users. - s

-3, _Infofmi??&ﬂ*%étrievai is rapid and ac- *

curate,
4. Management information is- prdvided
~ regarding the number and types of re-
. quests, , : -

Various computerized data wbvanks haying im-

. v LI i . L - <\_- .
The Michigan Department-of Education keeps
a computer file of personnel who have expertise’

in- specific educational areas.. This data ‘bank. .

serves as a resource file of speakers, in-service
trainers and project consultants. Resource people.
are ‘selected by entering’a key word, such as
“gifted,’ “handicapped,” ‘testing” or a combina-

~ tion of several key words. The data bank in-.
dicates how to contact each resource person and

tells where. and-when they last made a presenta-
-tion on the topic. '
. .
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A number of states, counties, and cities hav
developed computerized data banks of services to
meet very specific needs which are available to
citizens, Several data banks, such as Georgia's
TIE-IN, include all available public services while
others are designed for specialized groups, such:
as aged or developmentally disabled persons.

The Montana University Affiliated Program )
(MUAP) maintains a statewide data bank design-
ed to assist in expanding+and improving service
programs for developmentally disabled persons -
(Walkenbach and Crow, 1980). MUAP. has six ob-
jectives for the data bank: . ‘

1. Accumulation of a‘stryctured data base
‘which profiles the total program for
developmentally disabled persons in Mon-

tdna. . e :

2. :Provision of an efficient search service.
3. Common,jnterest,cross-referencing.
. 4. Improvement of response to inquiries..

5. Dissemination of avé_ilable research fin-
dings.

: 6. _Directory compilation.

The U. S. Department of Labor used computer
data bank capacities to develop its nationwide
j Job Service Matching System. Info'r.ma'tib'ﬁ';?ﬁ;;ap-
plicants (work history, characteristics, type’of job
desired) and information from employers on job
openings (skill, experience, special qualifications

then can be searched on behalf of an appli:
._cantor employer. The system also provides infor-

lrequired) are entered into the system. The data -

" plications for Vocational Rehabilitation will be ex- < mation on the number of applicants, employers,
_amined.. - - : ' ' '

matches and- searches during a given period of

. time. The Department of Labor feels the system’s » - -

advantages are a comprehensive matching capaci-
ty: reduction in needed storage space, faster tur;
naround time, reduction in work effort and the
identification for job seekers of promising. labor
market areas (U.S. Department of .Labor, un-
dated). S ' "

b

The Independent'Li;'ing Research Utilization -
Project (ILRU) at The Institute for Rehabilitation
and Research, was ‘established in 1977. ILRU of-

\... fersa Computerized Registry of Independent Liv- -

A



ing Programs containing profiles of independent

. living programs and organizations that offer in-

dependent living services for severely disabled
persons. The profiles describe the type of pro-
gram, disability group served, number of persons
served per year, neighborhood setting, service
delivery style, vbcational emphasis and the
gpecific “services provided. The Registry is
designed to be a resource for all orgamzatlons

that serve disabled persons.

The Veterans Administration has three in-
novative computer data bank applications. The

“Target System is comprised of five separate data

bases with approximately 63 million records.

A discussion of this system is included in
Distributed- Data Processing (p. 42).=

Veterans Administration pharmacies filled

over 33 million prescriptions in 1979, as compared

to 10 million in 1970. To process this large in-

- crease,-the Automated Prescription Processing,

Labeling, Editing and Storage (APPLES) system

*. was develgped. APPLES is an on-line prescrip-
_ tion processing system which provides mail and
prescription labels, turnaround documents for
refills and renewals, medication profiles, drug-

to receive a scored and interpreted
. psychological test within one to five
minutes .from the time the veteran
completes the test. The turn around
time depends on the length of the test
" but never exceeds ten minutes. This -
“ rapid turn around time results in a.
significant savings In time and money
for the VA and provides much better
service for veterans (Veterans Ad- -
minigtration, 1980, p. b).

At the present tlme 64 psychologlcal tests and” -

e

18 clinical interviews can be administered by com:

" puter (See Example 20 for a sample printout), .

v

Vocational Rehabilitation—Applications

Computer data banks have uses ranging from

"the location of appropriate devices for the ham-

.dicapped’to the administration, scoring and'inter-

pretation of psychological tests. A file of resource

. people to deal with very specific problems could

‘utilization reviews and management reports. It.

also provides automatic screening of patients’
. drug regimens for duplications, overlaps, interac-

tions and allergies. The system utilizes a data
bank consisting of over 123,000 patient records,
351,000 prescnptlon records and a drig file with
over 9 700 entries.- .

~ The Veterans Admmistration Medical Center
in Salt Lake City operates the Mental Health

be developed for a state or region. A data bank
could increase the comprehensiveness of a search

for similar benefit services. Lists of vendors "

(schools, workshops, physicians) now kept in file

dra ~~an,_microfiche,
pt in a computer bank.

Computer Based Education
.y i
Computer based ‘education is separated into

two components: computer assisted instruction-

"and computer managed instruction,

Treatment Service Computer System within the

. _ Center’s Psychiatric Assessment Unit. System

capabilities include: psychological testing, clinical
history, physical examination, demographic infor-

.mation, ward assignment, outpatient programs,

mental status reports, daily updating of clinical

" ‘progress notes for wards or clinics, as well as an
automated discharge ‘summary allowmg “free
.text” input (see Example 19).. ' ‘

"“Computer’*Assnsted Instructlon (CAD is a -

modified form of programmed instguction in
which the instruction is adminjstered by com-

- puter. In a CATI session, the computer is in effect

A key feature of the system is the capability of

administering, scoring, profiling and interpreting
a wide range of psychologlcal tests and chmcal in-

' tervxews

Wlth the present software it is possible . -

>

N

the student’s teacher. Emphasis is placed on in-

structional methods and student characteristics.
The computer can change content and mode of in-
struction, arrange various mergers of materials,
methods, and student input in rapid sequences.

Computer assisted " instruction .offers the
following interaction modes for training: (1) drill,
‘in which the student responds in a quick fashion

~ to brief items or questions under a “flash card”

38

format, (2) practice, in which the student answers
complex questions which could require some off-

43

tepads, could be-
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--~ GENERAL OCCUPATIONAL THEMES ---

THEME - sTD RESULT
R REALISTIC A3 . - Lo
1. INVESTIGATIVE ., 44  MNDFRATELY |OW
A ARTISTIC a2 AVERAGF
N ’\
‘s SOCIAL 49 AVERAGE.
' E ENTERPRISING . S2 ' AUERAGE
. C CANVENTIONAL -3 AVERAGF
’ . . V .
--- RASIC INTEREST BCALES --- .
RTD U LOW  LOW . AvERace ¥ HIGH U HIGH:
_ i TS SRS SN SIS SRS
AGRICUL TURE 39 1 .ox .o . VAR
NATURE 35 1 X, o .- \ 1
ADVENTURE 63 1 . . . X . 1
MILITARY ACTIV. 4§45 1 . . X . , 1
MECHANICAL ACT. JP40 1 . X . . 1
SCIENCE 39 1 . X . . . 1
. MATHEMATICS St 1 . .o X . . T
MEDICAL SCIENCE 49 Y . . X . 1
MEDICAL SERVICE 38 I .CoX . . . . 1
MUSIC/DRAMATICS 52 1 . . X . . 1
ART . e .oX . . 10
WRITING . a5 1 . . X . . 1
TEACHING © 18 1 .ox . . . -
S0r1AlL SERVICE 59 1 . . . X . 1
ATHLETICS - 55 . . X . . 1
DOMESTIC ARTS 34 1 X . : . . . 1.
RELIGIOUS ACT. ~ 39 1 A . . 1
PUBLIC SPEAKING 63 I . . . X ¥
LAW/POLITICS 56 1 . . X, . 1
MERCHANDISING 53 1 . . X. , 1
SALES . 83y . . X . . 1
BUSINESS HGT. 54 1 . . Y . . 1
..
NFFICE PRACT. 47 1 . .ooX . . .
LETTTRTS PR PSS SUTR SIS
. ’ : '&

i Saﬁple Printout :
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 TREATMENT DAYS: 97
T

. THE. ENVIRONMENTAL PROBLEMN, :

8LC VA MEDICAL CENTER = MENTAL HEALTH TREATMENT SERVICE
DISCHARGE BUMMARY -~ 05/15/80

NAME:  YOKUM,HOXUM © . BBN1 999-14-007 MALE CAUCABIAN
PIRTHDATE: MAR 18, 1954 AGE: 29 MARIVAL STATUS: GLE .
SC-8TATUST MEDICAL 8C-Xi: S0  S8C-FOR: GUNSHOY WOUNDS

. DATE OF ADMISSBION: 01/23/80 ADMITTED TO: -INPATIENT PBY%N!ATIY (TEAM C)

NUMBER OF PREVIOUS ADMISGIONS TO THIS VA MEDICAL CENTER:

INITIAL DIAGNOSIS, AXIS 1: “5¥S,14, BCHIZOPHRENIA, DISBORGANIZED, SUBCHRONIC,
o PROVISIONAL, JT, 03/23780 ' - .
, oy

DATE OF DISCHARGE: 04/30/80 DISCHARGED FROM: INPATIENT PBYCHIATRY (TEAM C)
_ ABSENCE DAYS: ¢

DISCHARGE DIAGNOBIS, AXIS §1 295.95, SCHIZOPHRENIA, UNDIFFERENTIATED,
. g "y INREMISSION, IMS, 05/45/80

TREATMENT RECE SYSTEMATIC DESENBITIZATION, GROUP THERAPY, CONJOINT
" THERAPY, INDIVIDUAL COUNSELING .

RESPONSE -TO TREATHENT: (BEE PROBLEM LIST DATED: 05/15/80)1 o

FEAR OF DISASTERS RESOLVLED BY SYSTEMATIC DESENSITIZATION. SUBHTANCE
ABUSE OF ASPIRIN INACTIVE AT TIME OF -DISCHBRGE, THE THOUGHT DISORDER
AND VISUAL HALLUCINATIONS UNDER CONTROL WITH TRILAFON. THE CHILD
REARING DISAGREEMENTS WERE RESOLVED Ik FAMILY THERAPY. AFTER
COUNSELING THE FAMILY MOVED TO A DIFFERENT RE%IDENCE WHICH RESOLVED

MEDICATIONS: TRILAFON, 4 MG. T.I.D., INCREASED TO 32 MG, V.I.D., THEN
REDUCED TO @ HG. B.I.D, o

K3

RESPONSE TO MEDICATIONS: INITIALLY THERE WERE LITTLE NOTICEABLE EFFECY
(OF THE TRILAFON UNTIL DOSAGE WAS INCREASED. AT 42 MG. 7.1.D., THERE
WERE NO FURTHER INDICATIONS OF. HALLUCINATIONS, HOWEVER, THERE WAS
NOTICEABLE MOTOR RESTLESSNESS. STABALIZATION WITHOUT NOTICEABLE SIDE
EFFECT8 WS ACHIEVED BY REDUCTION OF DOSAGE TO 8 MG. B.I.D. °

< . . .
SUMMARY: THIS I8 THE SECOND HOSPITALIZATION IN THE PAST YEAR FOR THIS
VETERAN. BOTH TIMES HE ARRIVED IN A VERY DISORG IZED AND INCOHERENY
STATE. PSYCHOLOGICAL TESTING INDICATED A THOUGHY DISORDER AND HE
ADMITTED TO BEING FRIGHTENED AT *SEEING® EVENTYS WHICH *"HusY BE IN .
THE FUTURE.® MR. YOKUM’S WIFE DESCRIBED FAMILY DISCORD PRIMARILY
CENTERED AROUND FIGHTS GVER WHAT SHOULD BE DONE WITH THE CHILDREN.
TRILAFON WAS PRESCRIBED FOR MR. YOXUM AND HE RECEIVED SYSTEMATIC )
DESENSITIZATION, GROUP THERAPY, CONJOINT THERAPY AND INDIVIDUAL . &
COUNSELING.. MR. YOKUM’S FEARS, FAMILY AND ENVIRONMENTAL PROBLEMS :
WERE RESOLVED. THE SCHIZOPHRENIA IS IN REMISSION AT TIME OF DISCHARGE,” :

- AFTER CARE PLAN: TRILAFON CONTINUED AT 8 MG. B.I.D. THIRTY bAY

SUPPLY GIVEN AT DISCHARGE. - MR. YOKUM WAS REFERRED TO THE DAY .
TREATMENT CENTER FOR MEDICATION FOLLOW-UP AND PERIODIC SUPPORT!QE

THERAPY ., . . .
V4 l”-;—’—sf;—r
DISCHARGE straav BY: I. H. BHARP,.M.D.
Sample Printout
Discharge Summary
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Computer-Based Education Research Laboratory

line computation or t.ho completion of multiple
“steps in problem solution, (3) tutorial programs,
which resemble programmed instructional toxts,
l.e., paragraph material, interspersed questions,
and conditional response branching, (4) simula-
tions, in which the student is required to unders--
tand and respond to simplified versions of reality,
and () problem solving programs, in which com-
plex problems are broken down to simpler

" elements to foster the student’s understanding of

principles and rules (Huntington, 1979, apd Con-
trol Data, 1977).. %

Computer assisted instruction is individualized
and, therefore, requires a lot of record keeping.
Computers can assist in this area with Computer
Managed Instruction (CMI), which is a total

educational approach to support the management

functions of the teacher. These management
functions. includé methods of organizing cur-,
riculum data and methods for assessing and:
reporting student progress.

Hxstérxcally. CMI dealt’ primarily with testmg.
scoring, analyzing, diagnosing, reporting and”

prescribing learning activities. Since it is difficult B

to differentiate instruction from instructional
management, large CMI systems more recently
-also include computer a$sisted instruction. This *
development permits a more comprehensxve
systems approach to learning by including both

instruction and its management (Huntington, _
- 1979). ’

“ Although there are several Computer Based

Education (CBE) systems in existence, one of the
more successful * applications is the PLATO
It .was jointly developed by the
at the University of Iléinois and the Controrﬂita
Corporation. PLATO"is a total system utilizing
both.CAI and CMI components for individualized
instruction. The extensive record keeping
capabilities of the system provide student pro-
gress reports and assist in evaluating the effec-
tiveness ofi,t

the ability to update, flashback,
and animate, virtually any activit

review, explain
can be

" simulated on the PLATO terminal. PLATO is us-

~ed in a variety. of educational, business and in-
dustrial settings to: :

1. Prepare men and women for entry level
posxtlons in the computer industry.

»e

the instruction. Be?se PLATO has
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.~ individuals. In 1978, i

1

Provide educatlonal and business train.
ing to companies,

Provide instruction in basic skills and
GED preparation to those with special
needs, e.g., disabled porsons, learning
disabled individuals, persons with learn- -
ing and speech disorders, functionally il-
literate adults, dis#dvantaged youths and
adults and incarcerated’individuals, . -

Train'and corfify airlino pilofs.

Train supervlsors in mdustrml settings to
solye quality pontrol problems
’

Train salemen in prodict usage.

7. Teash troubleshooting stratogios within
the utilities industry.

Control Data Corporatxon has a special interest
in‘using computers tp provide human services to
developed HOMEWORK; a
demonstration projgct to provide services to its
employees who eloped léng:term disabilities.

. As part of HOMEWORK, selected emplo'yees are
‘provided with gomputer terminals in their homes
which are linked to Control Data’s computers in

Minneapolis. Some of these terminals have
assxstxve devices or adaptations to meet the
employees needs. The hbffie terminals are used .
toiteach, through PLATO, new vocational skills in
computer programming or in the deVelopment of

'PLQTO instructional courseware, Upon' comple-

tion of the program, individuals can be employed
to work froNome with flexible hours and condi-
tions. . ' ‘ .

[

The Veterans Admxmstratxon proXi
prevocational and vocational trainirig pro
for veterans with service-connected disabilities,
using Control Data’s Fair Break for the Handicap-
ped and HOMEWORK

\

' Fair /Break for the Handicapped provides
remedial training in basic -skills and general
education to educationally disadvantaged han-
dicapped individuals. The objectives of the pro-

* gram are to raise the level of literacy skills for at-

tainment of the GED Certificate, for participation
in subsequent vocational training programs and

- for employment. s

~ L
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Computer assisted instruction fyograms are
currently in use at more than 46 medical and nur-
sing schools and hospitals. All are tied into an
IBM computer at Ohio State University College
of Medicine. Medical students sit at a computer
terminal, which is programmed t) act as a pa.
tient, and “examines” the machind. Along with
describing - symptoms and their reactions to
medications, the computer points out which of the
prescribed lab tests are dangerous or un-
necessary, and evaluates the cost-effectiveness of
certain treatments (Reina, 1981),

\;ocatlonll Rehabilitation Applicatlons

_ Computer based education (CBE) has potential
for in-service training within rehabilitation. With
decreasing budgets for travel, CBE can offer
standardized traming to remote pa#jits of a state
or amolig regions. In addition, clients can benefit

from CBE within rehabilitation centers or offices -

by learning basic skxlls( job-seeking skills, the
rehabilitation process, or through an assessment

“of a chent's speeific skill level, academxcally or

vocatxonally '

P

Dlstrlbuted Data Processmg

Distribut’gd data processing (DDP) appeaV/A
be a response by users to the lower costs of com-
puters and the increased demand for computer
utilization and availability. Basically, DDP means
dispersing control and responsibjlity rather than
having all computer functions in a central depart-
ment. A distributed program still requires cen-

“tral control to assure that procedures are com-

patible and data are unduplicated. Some expected

advantages are faster error correction, more ac- -

curate data input, reduced load on central com-
puters, faster turnaround time, and increased
local control in terms of defining priority com-
puter uses. ’

There are several types of system structures
which can be called distributed. The most com-

. 4 .
mon structure is a large central computer linked .
. to several terminals or personal computers in

other locations. Detailed records can be kept

" either in central or remote locations and data

summaries or specific records can” belobtained
from either the central or remote stations. The
extent of decentralization of programming would
depend on the needs of the remote stations and

_the technical capabilities of staff.

Y
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Another distributed structure consists of
og{:oratlng work stations all linked together,
with np station superior to any other. In this
syawm. any station can communicate with any
other station, making it an ideal structure for in-
tegrating data processing and word processing.
With such integration, electronic mail and the
automation of other offico functidns are possible.

The third distributed structure s the decen-
tralized, stand-alone system. Each location has its
own independently operating data center. The
small centers are linked for communications, but
it is not done routinely. Only summaries of data
would be communicated and usually only for com-
piling periodic corporate or agency reports.

VA-LINE INTERACTIVE DISTRIBUTED PROCESSING/DATABASE NETWORK

T
TESuNeL

uapren
Tiawinar

watign
tenminay

In 1979, the Veterans Admxmstratxon com-
pleted the first phase of Target, a nationwide
distributed data processing system to aid in the
disbursement of compensation, - pension and
educational benefits. This phase includes the

_ capability for on-line, immediate access to the .

Compensation, Pension, and Education data bank
approximately 14 million records, and to the
(l;xeficiary Identification and Records Locator
Subsystem of ‘approximately 39 million records.
At the heart of the system are four Honeywell®
large-scale host computers, 100 small computers,
3,000 computer terminals, and 800 printers
located throughout the country (Lippin, 1980).
The Target system was designed so that veterans
could be assisted from any regional office they
contacted. For instance, a veteran’s file stored in
Chicago can be displayed on a computer terminal -
in Seattle in just a few seconds.

”

The promise of DDP to assist in, VR service
delivery includes increased computing power and
capability at local levels, faster error correction, -
more accurate and locally important mput
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poasibilities for messaging functions and other

services to local workurs. Exaniplos prosented in

the next chapter will {llustrato these advantages,

Decision Support Systeﬁms

While there have been advanees in basic infor-
mation retrieval, processing and display
technologies, the application of computer power
‘1o management functions has beon slow to cateh

on. In the past, muny managers have felt the com-

puter to be of only peripheral value to them as
they were overburdened with a hodgepodge of
computer reports overflowing wnth data of little
consequence to them. :

Within the past decady, new and powerful
analytical tools have emerged which have had a
- significant impact on manggerial performance.
-Decision support systems d¢fine a different view
‘of computer applicatio imed at prmudmg ac-
cess to information-syStems and analytic models
directly to managery. Decision support systems
serve three primary(functions for managers:

1. Support them ng, problem solv-
ing and judgment for tasks that cannot be
_ routinized.

2. Permit ease of access and flexibility of
use. .

3. Are pel\sonal tools, under the individual’s
control and in most cases tailored to his or
her thinking, terminology and activities
(Keen, 1980). S

These systems make the computer an integral
part of the decision-making and planning process
and provide a way for managers to get access to
and really use information. They support rather

than replace the manager 's judgment. ,

A key assumption in decision support systems
is that one cannot improve a process dne does not
understand. The' questions that must be
answered before the system can be built are: 1)
What is the decnsnon or task, 2) How does the
manager carry it out, »3) What information is used
and in what way, and 4) What would it mean to
make the process more effective.

.

4
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Decision support systems typleally consist J
three subsystoms: the datw base, a colleetion of
stored ﬂ/furmntlon which can be rotrieved and
op*u(o upon by the computer systeny; the
model base, software packages representing the
planning and deeision-making operations; and the
‘decision makor subsystem, the way in which the
managoer interfaces with the data base and model
base to solve a specific problem,

Deceision Support Systems aro different.
from traditional computer-hased ap-
proaches to problem solving in thal they
..rely on the decision maker's mqighls
and judgments at all stages of problem
solving - from problem formulation, to
choosing the relevant data to work with,
to picking the approach to be used in.
generating solutions, and on to evaluating
" the solutions presented to the decision
" maker {Sprague and Watson, 1979). - S

Decision support systems can be used in opera-
tional planning by providing detailed, accurate
data that originate within the organizafion so

.that managers and executives, in a' matter of

minutes, can sift through the trade-offs among as
number of plans to find the optimum or least
costly solutions to operational problems. It also
might be used to develop an organization's annual
budget. The computer can be programmed to pro-’
vide, by line item, budget informpition so that the
manager, with a view of- the organization's
resources and goals, can decide on what the
organization can achieve. Decision support

-systems can be used by anyone who has to make a

variety of decisions. The next chapter deals with
a decision support system for a rehabilitation
counselor in a field office. :

Tools for Decision Support Systems

here are four computer tools which can aid
decision makers: query systems, computer
graphics, analytical routines, and ’simulation
models. o

Query' or information retrieval systems allow.
the user to generate his or her own reports andto
retrieve information from files quickly, efficiently
d on the basis of any reasonablée and understan-

le criteria.

~
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(iery systems operato with understandable

« English commands whieh make them easy to nse .

by untrained persons, The ujor can locate infor-

matjon, retriove it, perform hasie computations

and have the information cither clmplu;ml on i
terminal or prm!wl N report,

There are twor c'unn-pls for a |t.~u-r‘,b)i unders

tand: commands and connectors, There areabout
20 basie gommands to et data from the cogr
puter. So:‘x& of the common ones ares "fimi
which docadds the duta; “list” sets forth the data
in some order;

and 7.“"'" or

report”, -whieh prints the daty;
“subtraet™,
such as "equal to”, "not cqual to", “greater than"
and “less than™. A speeific inquiry to the com-
Jputer might be: "How many counselors had more
“than fifty rchnb\hmtmm last year?" - »

© Query systonm recognize that decision makers
very often cannot dctermn&. in advance the infor-
mation that is needed. They must respond to
unexpOcted problems quickly and much of the in.
formation needed is exploratory. A good quegy

which are self ovident.®
. Conneetors spell out the relutionships of the data,

~—r

N

v
variely of matrices {0 view tlw vlplinnshlp

awmony several varlables Seo Appendix™D fot wd
ditionu! information),

Analytlgal routines are a type of upplications
program whhh{ulm-vl the computer to perform a
partic ular wquc\nc'v of taxks. ‘These packages may
be purchased, lease d or rented depending on the
needs  of the user, Anulv(u.\l packages are.
available or can be developed to inelude not only
internally generated data but also oxtvrnurcl.ntu :
Eixamples of this are elient cost and time instatus
data (ipternal) and unemploy ment rates or census
data (external). Pre-established Toutines in the
computer  allow for pro;mlmg trends and’
forceasthg, Two of the wmore sophisticated
annlytical panckages are the Statistical Analysis
System (SAS8) and the Statistical Package for-the
Social Sciences (SPSS). (Additional packages are
listed in Chapter 2, p. 29). ‘

<

The fourth type of decision support system

tools is a simulation model, Simulation is a techni

" que for conducting experiments on a computer,

system allows decision makers to define or '

redefine the boundaries of the information need-

ed. This can be done without having files of prin-,

touts in expectation of a spefific request. *’ '
Computer graphics refers to the concep “of
man communicating with a computer by mmms of
graphlcal symbols such as lines, curves afd dots.
Through the use of computer graphics, informa-
tion can be rapidly retrieved, organized and
printed by the computer in picture form, com-
plete-with legends, titles and footnotes. Thus,'the
decision making process can Pe enhanced by
presentation of information effitiently and effec
tively. '

Computer graphic devices include-CRTs, plot-
ters, recorders, and' scanners. The first plotters
featured an ink pen that moved back and forth
across a rotating drum of paper. It was quite slow
and complicated patterns took a long time to-pro-
duce. Electrostatic plotters use electronics to pro-
duce a pattern of dots on paper. They are faster,
quieter -and can produce more complicated pat:
terns in hard copy. When a permanent, hard copy

recotd is not required, graphics can be produced -

on a speedy, quiet computer terminal. Graphics

produced in this manner may include color and a..

'3

which involves mathematical and logical models
that describe the behavior of a system over a
period of time. .

Almost everyone has been involved in some
type of simulation. For example, an amusement
park jungle boat ride that tries to simulate actual
conditions, planetarium shows, exhibits in science
museums, and driver trau‘nng in a simulated
mechanism with a steering wheel and pedals for -
gas and brake. Computer simulation serves a

manager in the same way that the laboratory ex-
periment helps the scientist. Simulation models
provide insights to decision making and selecting
appropriate courses of action.

For ména&rial decision myking, the uncertain:
ties, dynamic interactions, \and complex in-
terdependencies of a sygtem cambe characterized
by mathematical forn’iﬁas stored in the memory
of a computer. An analysis facilitates a thorough
investigation of both the direct and indirect con-
sequences of variation within a system. Since the
model can be run under many different settings,
the prime sources of system fluctuations can be

“identified. Frequently, as a result of computer

simulation, management can isolate the principal

~ causes of inefficiencies and bottlenecks, and can

improve the system's behavior.
f *
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Aruitoxt provided by Eic:

Unlike testing a proposed management
systom's design or a particular, doelslon in real
time with live participants, a computer siinvla
tion allowd vany replication, permits redeaign and
retest, records a completely aecurate detailed
history, and summarizes and analyzes the
emergont  data rapldly and immediately, Of
course, computer simulation can never provide
the absolute realism of a field test of an actual
system or decision, But'since most organizations
employ fleld testing on a very restricted basis,
thoy will find it helpful to use computer simula-
tion analysis to sugygest the design of a particular

-

L

' . .

system or selection of alternative deetsjons
bolore that system or decislon is implomented,
Rehabilitation counselors, supervisors and ad-

ministrators are roquired to make decisions as a

major part of their jobs, The decislon making
component oflLVR service delivery has become so
complox that the decision maker is oftentimes
unable to absorb all the pertinent information and

choose optimum solutions, As a resull, many

vocational rehabilitation personnel will find it
necessary to rely on sophisticated computer
techniques to assist in the decision-making pro-

CUsy, R }‘ﬂ ' .
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Counselor And Client
Information Systems

In the field of computer 1echnology, it is dif.
ficult to write about the future - the future is no
furthor off than tomorrow. This chapter does not
speculate on future technology,)but deals with
possible applications and full implementation of
" today's technology applied to service delivery in
. vocational rehabilitation. -

“Use this chapter to shop around for ideas, to
ponder social and structural costs and gains, and
to unleash your imagination.

-

The field of view is restricted to a VR unit con-

sisting of 6 to 10 counselors, a supervisor, and

support staff. The hardware cduld be a microcom-
puter or an on-mm terminal to a main frame com-

puter in the central office or time sharing on a
minicomputer. The imperative is the immediate
access to a computer and the computer files by

47
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’

staff on a real time basia. Input must bhe simple,
direct and vorified prior to atorage in the
memory. '

Counselor Needs ‘

A counsclor is the recipient, processor, inter.
preter, and dispenser of information, The com-
puter is an excellent {iling cabinet, a manipulator
and organizer of information but it cannot inter-
pret or use the information. A counselor is as ef-
fective as the way (s)he uses available manage-
ment and client-related information, which in
turn frequently is determined by the accessibili-
ty. timeliness, and accuracy of thw information,

To ease caseload management tasks, the com-
puter can remind counselors of activities, per-
form routine bookkeeping and clerical tasks. keep
track of client progress and provide frequentlyy
usm}»inlormalion. : :

Things-To-Be-Done List

A counselor has certain statutory, client and
other activities which need attention on a regular
basis. It is often difficult to keep track of these ac-
tivities' without elaborate and time-consuming
record keeping,

A things-to-be-done list can be retrieved by the

counselor each week through a programmed re-
quest or through a query system. The {ollowing
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kinds of information are immediately acevasible
to the coynselor;
® Clionta not seen in 3 days or mors ‘
® Appainiments and home viaits
® Statutory reviews fwRp,
closures, ste.
® Authorizations outstanding for 80 duya
more
® Clicnts on a job for 30, 40, 60 or more days
® Dates fo~ major client activities - surgery,
boginning of training, job interviews, ete,

With these reminders, a counselor establishes
an elfectjve séhedule for the woek rather than
working on an ad hoc basis. [tems are placed on
the list at the counselor's diacretion, fe., the
events that are important to the counselor. The
list must be funetional ta the counselor because
(sthe inputs same of the dates which trigger the
reminders, Other dates, howover, are established

by information from documents and . other

sOuUrces.

Caseload and Client Progress
A

A large number of caseload and client informs.
tion reports can be programmed into the com-
puter. For instance, a counselor needing caseload
summary statistics selects the appropriate report
numbe, which is entered into the computer along
with the date parameters and counselor number.
The counselor receives the requested report
almost immediately. If a hard copy is needed, it
can be printed. No longer is it necessary to print
reams of reporta routinely and mail them around
the state from a central location.

Counselors receive current information as’

needed and in the most useful format. (Security
measures can be built into thisystem and | pro-
grams so that access to the information is limited
only to the counselor and his or her supervisor.)
In addition, counselors requiring specific informa-
tion can design and request their own special
report. Such ad hoc reporting reduces significagt

ly the programmers’ workload. The request could - ™

be entered as simply as: "List client number,

name, major disability when time in current_

status = 3.months or more.” _ -

‘The availibility of a statistical package enables

“

ineligible

!

the esunselora to tranaform the data in thejr
caseloads into atatiatieal atudiea or graphs of
varying levels of sophiatication. The atatisties

snable the rounselor o do such things as deter:

mine trends, document easslogd activitiea, and
compule carrolationd belween ouleome and time.

in status, From these, adjustments can be made .

for caseload management,

The critical factors are that the counselor have
casy and rapid iceess tS caseload information,
that it be curreat, easily manipulated, apd pro-
vide the rounselor with what (s}he needi to know

- for efficient and effective funetioning,

Counselora, on their part,

caseload management on the individual client's
rehabilitation program and the entire caseload.

Flacal and Accounting l'rt‘icedu'ru;:l' )

Many counsclors are issued a budget at the
beginning of the year and are expected to meet
their goals within the constraints of that budget.
Systems exist today where a counselor receives
reports that show the amount of funds expended
within various time [{rames, the amount en
cumbered, and the amount remalning in the
budget. One possible system works likc this:

V‘Nmkf———_'\k

cLient File

‘ “y ——>Budgat
\ — SfahS‘th
t_ﬂ < ™ Reports

file

) 'ﬂ'\. .
A counsclor determines a certain pur.
chase is required for a client,
A

{S)he goes tothe computer’s vendor file to
determine vendors previously used for
this item and the cost.

fo—y

')

3. The counselor or the secretary calls up

N 93 S~

must learn the | \
significance of the information and the effects of !

1
i
v



Q

E

Aruitoxt provided by Eic:
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the authorization form an the ascreen.
Then the following infurmation is entered
anto the forpn Vendor Number (seeured
from vendor file), Client Numbwer, [tem
Name, Code Number, Authorized Cust
and. Coynselor Number

The romputer verifies the information as

Citis entered: H there are established fees

for the item and the authorized cost ox-
ceeds the fee sehedule, the eomputer
nutifics the uperatur and stops aecepling
w}ﬂfurmalhm Similarly, i wxw other item

ducs aol Mmectl established! criteria, the

‘Puceas atops until corrected o overrid-
defy I the counselar's budget does not
haw-. suflicient unencumbered funds, the
pmatss also terminates, Htems that arein
cumm}tnt with the huiltin edits or with
budgel restrictions are noled on the
sereen)

;
Once all items pass edit criteria or are
otherwise uvesrridden, an authorization
and inviice are completed ; and printed by
the cothputer. The addresses of the ven
dor and chent already are in the data
bank. The printed authorization is regdy
for wn{mlun and  maling, with the
coungelor receiving a copy for the chent's
file s

62 The computer prepares a statement of

N,

9.

“the remaimng unencumbered balanace in

the counselor’s account.

The client and vendor files are updated. If
the authorized purchase was from a new
vendor, the appropriate information is
entered into the vendor file,

The authorization information is placed in
a pending file, If a starting date for train-
ing or a medical procedure is included,
this is also suspensed for the counselor, to
trigger a reminder at a later date.

When the vehdor provides the service to
the elient and returns the invoice for pay-
ment, the counsplor or sceeretary mpulﬂ
the authorization number into the com
puter. The invoice is displayed on the
screen, and the necessary information

then is entered and veritigd by the com-
pulcr,

10, The computer perforims the tqtlumﬂg

a. Availaliiity of funcia ia verified.

The encumbrance ja eanvelled apd
removed from the client and counselor
data files,

b

&

. Services provided are entercd into the
client data files.

- y

. Dependlag  upon Comptroller re
quirements, the camputer takes the ac
Lions required and prints a chech for

payment,

. Docutnentalion s provided for clieat
files, ' .

{. A new halance of funds is provided for
the appropriate budget categories,

The importance of sueh a system is that the
counselor knows how much money is available for
client services at all times, Many such systems
exist today, but few are current on a daily basis,
If the information [roni. the authorization docu
ment is cheeked against the budget by the com-
puler as it is prepared, there can be anstant
verification that the counselor has adequate
funds to honor the suthorization.

Projections from current obligations could

“alert the counselor to possible hudpet shortages

Yy

-
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if spending continues at the current level, Using
the expenditure and «-r),c‘umbrancv informatinn ax
a base, the counsclor copld enter a proposed
rehabilitation plan into the computer. be notified
what those projected costs would do to his or her
budget within the established time frames, and
learn the probability of the plan being totally
funded and implemented. The counselor then
could adjust the services and the plan
accordingly.

Vendor Lists

Time can be saved by counwlnrs and a wider
range of services be madc availahle to clients
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_ through the use of computerized vendor files

tailored to the needs of the local office. The file

. can be-local or statewide in'scope, and organized

-

‘by vendor name, product or service, including -

professional service. The following is a. sample of
an alphabetical vendor file:

Veador Name N Fee h-u Last

Addreas Vendor ¥ Service Schodule Purchase
. A ’
Foige Clothes . 962039200  Men’s Clothing : 1081
3962 Main Streel - Women's : »
Jonestown 42843 " Clothing
, . i
Forth Appliance 639210864  Prosthetics e 6581
692 South Street Orthotics . ’ 68t
Homer, 42973 . B o
" Glenn 461889462 . Van R . 4o
Modifications Modifications o '
483102 South o e »
President ). !
_ Smith, 42961 ’
Great Drugs 694021691  Drugs - Cwm

22 Peach Street Medical Supplies 4/ 81

) Venice

The asterisk ("‘) mdxcates the exxstence of a fee

schedule or contract which needs to be called up lf
that vendor is selected. .

It is possible to llst\lrhe-vendors by the services
they provide, permxttmg the counselor easily to

" select ‘a vendor that is most convenient fgr the

client. It also facilitates mailing of bid r@quests.
and making inquiries. The user also can add

~ counsglor comments, crxtxcxsms or other desired

1nf3\rmatlon

A vendor file requires malntenance by the

- staff. The information in the file is only as good as

that entered by the staff. The name, address and

" number of the vendor can be input through a

-vz hering system, but updates of services -

ailable and provided, address changes and com-
ments require staff partxcxpatxon
Client R_elated Information
For Cou_mse.lors

PR S -

Decisions concerning chents should be based on

. as much relevant information as possxble Com-

putérs and other technologies can aid with the
collection, storage, retrieval, and security of the
necessary -information- with a minimum of time,

~paper work, and filing. The following are some of -
~the ways chent information can be enhanced.

e

1969 - 26

v Worker 421 Medxcaxd Unit 922, Wor

" the dat

Referral and App}ication

. ,
When a referral is recelved on an individual, a

staff person enters the person’s name, address,
social security number, and other required and
available information into the statewide data
bank. The computer then searches current open
and prevxously closed client files to determine if
the' individual is or has been a client of the agen-
cy. A similar search can be made of cooperatmg

. agencies’ files to discover if the 1nd1v1dual is ac-
" tive with another agency.

The computer’s message might read:

1

‘Unit 691 Counselor 401
Doe, Jane, 691320614 - 462 Easter Road, Gatham

Current Status - 99 - Prev1ous Sept. 1968 July

Disability - 630 - File Location Unit 32
Other Current Agencies - AFDC -

Concurrent w1th thxs message, the

* rgquests Unit 321 to send the closed file to Unit
691, Counselor 401. Jane Doe’s name is added to

the counselor's caseload, and as a referral to the

umt and statewxde statistics. -~ ° )

* When the client comes to-the offxce for the in-

_itial interview, (s)he views a video disk or tape

which fully explains the vocational rehabilitation "
program. Then the client completes an apphca
tion form on the computer screen by directly

entering the information into the computer. The o

application form becomes the input document for
files. If the counselor. prefers, the infor-
matlon ‘can be entered by support staff or by a
scannéy; directly into the previously estabhshed
client fﬂe .
u‘ , S' .

All 'this information is available -to the

counselor for review prior to thegnitial interview.

Diagnoéis and Evaluation

~All paper and pencil tests are admlmstered to
the client through use of a microcomputer or ter-
minal in the vocational rehabilitation- office.
Results are returned to the counselor almost im-

‘mediately for discussion with the client. Full in-

terpretation and correlations with other tests re-
qu1reAadd1tlonal time. Computers cannot be used
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in this way for psychological and vocation\*l\in-

terest tests requiring administration by and in-,,

teractio
the modrg

with a psychologist, but can be used for
common screening tests.

Physnclans can dictate medical reports over the
telephone. The VR unit, has a recorder which ac-
cepts dictation at anytime. The recordings are

. ‘transcribed by the secretary whoreturns it to the

Y

physician for rqview and signature. In the in-
terim, the counselor has the dictated report for
formulating activities or further screenings.

While local medical consultants continue to
an important role, it may be more economical
[\ practical to haye statewide one or -two
specialis

~ transmission, medlcal reports with accompanying

«

-test resilts can be transmitted to a statewide con-

sultant for his or her opinion.and recommenda-
tions. (Since facsimile transmission is used for
transmitting all records, reports "and other

documents, units have the equipment available.) -

.

" Computer conferencing -is another technique
which expands the number of specialists (medical
or non-medical) contributing to the evaluation or
development of a rehabilitation plan. A difficult

. case is placed in the computer case file and ex-

perts from around the state review the file and
provnde input,

Decmon Makmg

One of the most critical decisions a eounselor

- makes is on the client's eligibility. Computers
_cannot make decision$ for counselors but proper-
ly programmed, they can assist the counselor in

making better judgments.

" When information on a client is entered into
the computer, tl'fe applicant’s characteristics can
be compared: to previous clients with' similar
characteristics and thexr rehabilitation outcomes
tabulated. ‘A probability of successful closire,

“based upon the previbus experience of clients

with similar-characteristics, is computed. The
data base for. this file can be local, reglonal or
statewide.

The following describes a portion of a continu-

-ing research ' project at the. West Vlrglma

Research and Tralnlng Center

<

L W .
In these days of“ diminishing
resources for social programs, it is im-
_perative that the VR counselor per-
form eligibility determination tasks in
an optimum manner. That is, the
counselor must process the application
of a potential client as quickly as is
practical since extended delays at this
level will undoubtedly cost the agency

// “~in terms of both personnel and fiscal -
v

s, consultants. By using facsimile

resources. Furthermore, the counselor

" needs to accurately assess the pro-
bability of successful outcomes for a
particular applicant to determine those
individuals "who have no vocational
potential (low probability of successful
closure). Such cases who are accepted.
into the VR .system will most likely
have llttle fof no positive outcomes
from' the. servnces provided, yet they
may be as- expensnve to serve as the
successful: cases. This sub-system,

- then, is designed to provide the

. counselor with information which will
serve as anaid in deciding the eligibili-
ty or ineligibility of an applicant to the
VR program. To a large extent, the in-
formation provided by this sub-system
will be based upon actuarial models of
the probability of successful closure
given various salient characterlstlcs of
the pending client. (p. 283)

Other Aids

Simulations of rehaBilitation plan‘ development

" can be useful to counselors and clients. The

- . simylations show the effects of changing various .

areas of the plan - time,.cost, service, outcome.
The counselor is presented alternatives, remind-
ed of necessary prerequisites, and provided with

_projected. costs. With the . available alternative . . -

routes analyzed, more realistic degigions and
plans are possible for the counselor aﬂ client.

-«

A software package 'provides counselors and.

. clients with specific information on job oppor-

. completes a fact sheet on the client, including - -
~work history, occupational preferences, func- -
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tunities. In the VOCOMP* system, a counselor

*VOCOMP, Innovative Software, Woodland Hills, California-
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tional limitations and test results. Within days, or
hours-if online, a report is received detailing
-specific job possibilities, starting salaries,
“availability of each. job in- the client's local area,
the tralnmg required, and local tralmng oppor-
_ tunities.

Addltxonal assistance is available to counsetors
from the growing number of local and national in-
formation banks that catalog such things as ser-
vices, adaptive devices, rehabilitation engineer-
“ing techniques, research ‘materials, local
employers, locally available similar beneflts. and

educational lnstltutlons\/

Wherever a.telephone is available, counselors

have access to the information stored in the com-
puter. Carrying components of a remote terminal

- in two cases and with a telephone interface, a
counselor provides a homebound client with all

" the information, including occupatlonal informa-
’txon avallable in the offxce(/ :

Telephone Interface

One case holds ndeo mortor, the other holds . °
keyboard, power supply, cnsselle cables and tapes

Or the; components can be used by an itinerant

quirements, necessary training or oducatlon,‘

. salaries and tasks. After selecting one or more

possible occupations, the client and counselor
then discuss the potentials and alternatives. Sup- -

" plementing this process are data files listing the

schools that offer the training, and existmg job
vacancies from the local employment service.

~ Several training syscems exist-that teach in-a’
systematic and orderly method all levels of basic
educational and vocational skills. Vocational
rehabilitation clients requiring an'upgrading of
reading, arithmetic or other skills can come to the -
local VR office and use the computer .to learn
these skills. :

Computer time also can be made available to -
client self-help groups to store and retrieve infor-

~ “mation useful to their groups’ endeavors. *

. Job opportunities for computer programmers

~and for other computer operators probably will

counselor at a remote site for full access to the =

computer

( , Technology For Chents

y oo

There are a variety of ways—clientS—ca'musubm- :

continue to expand. Television ¢lasses, computers
and telecommunications can bring the required
instruction directly to the home or to a local of-
fice, even.in a remote part. of a state, thus benefit-
t1ng all clients but especlally the homebound

.

Technology For Supervnsors

» -puters in their rehabilitation programs, starting
- with filling out thexr application form on. the ter-
: mlnal . . ,

Many clients, who have not worked previously
‘or who cannot return to their former occupations,

have limited knowledge of the rangr of vocational -

- $pportunities. Clients can work di.ectly with the

‘comiputer, adapted with a voice synthesizer if
needed to learn about occupations - physlcal re-

»

N

: managers,
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Rehabxlltatxon unit: supervisors are business '
"teachers, casework experts, ar-

bitrators, public relations experts, supervisoRes
and human relations spe , ]
tions, unit supervisags are probably least
prepared to face the problems-and demands of
business management. For the most part, super-
visors were formerly counselors with a counsel-

ing or other' liberal arts background. But

(3

s

ialists. Of all their func- .



budgetary control of client service monies is
essential if clients are to receive prompt and ap-

propriate services throughout the year,

'Properly programmed, the computer presents :

the "supervisor with daily updates of expen.

. ditures, encumbrances, and remaining balances,

«

~ The report formats and information items are

those that are most meaningful for the supervisor
and the situation. Computer graphics present the
information clearly and can be used to project

trends. A supervisor could overlay current year

. expenditures over the previous year's to decide if

modifications need to bg made in spending pat-
terns. o

Because all the unit's fiscal information is in
computer memory, simulations can be used to
prpvide the supervisor with information to make-
%’(:isions. For example, if expenditures and en-

mbrances are exceeding the prior year's, the
supervisor could ask the computer what effect im-
plementing an order of selection or reducing
referrals or cutting back on maintenance would

- have on the remaining funds. These options need

not be tested at the expense;of clients or staff.

Before implementing new fee schedules.'al:-
curate projections of the number of clients that

could be served, the effect on the budget, and the -
number of services that ¢ould be purchased are -

possible. In other words, blind assumptions and
guess work can be eliminated from budgetary
decisions.

Counselor spending habits’ are easily
monitored. If desired, the supervisor secures not
only the amounts spent by a counselor, but the

types of services purchased, amounts spent on

- types of services (i.e.,, the average weekly

maintenance provided by counselor 691), and the

vendors used. Does the counselor use only one or:

two physicians -although others are available?

Are a variety of training programs utilized by the -

‘counselor or only two or three? This information
is available only to the counselor and the super-

visor since security and limited access codes are

built into all programs. '

Instead of reams of computer printouts to.

answer.every possible question, the computer-has
pre-programmed reports that can be called up as

“ v : ' .c R 53
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the supervisor requires. Prior to conferring with
a counselor, the supervisor, for instanescalls up
reports 10, 19, and 23 for counselor 112, which
would provide in various formats the aspects of
casework to be discussed, - :

Supervisors no longer have to wait days or
weeks to secure answers to questions asked by
consumer groups, referral sources, and vendors.
The computers have local information available

.either in the unit's microcomputer or from the

agency’s main frame. Inquiries can be responded

“to with accurate information accompanied by

tables or graphs prepared and printed by the
computer. Community facts can also be storedin
the memory banks providing such information as
population breakdowns¥ncidence and prevalence
rates, population and employment trends -all tied
in with vocational rehabilitation statistics, if
needed.

. Supervisors can be m closer ‘contact with the
state office with more rapid exchange of informa-

_tion via electronic mail, computer conferencing, : . .

transmission of information from one computer to

- another, and satellite television conferences.

With more information in understandable and
useable formats, super visors have better control
of their jobs. They can be moré responsive to
counselor needs and have a greater appreciation
of the interrelationships between counselors,

clients, supervisors, the. agency and the

community.
Technology For Support Services
. . . *l . -
'A%reat many support services are required to

I3
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~ten, accounts kept, case files maintained, invoices

 letter and prepare mailing labels.

"

deliver. services to clients: lgttera must be writ-

prepared, and manuals written and updated

A word processor with a high quality printer _
prepares a large portion of the routine cor-
respondence. For instance, a standardized letter
for a medical appointment is called up on the
screen. Staff enters the client’s number as well as
any special instructions. If the client’s and ven-
‘dor's. numbers are entered, the word processor
searches the files for the complete names and ad- -

dresses, then proceeds to prepare an original let-
ter, with copies for the physicianand counsq'l

the client’s and physician’s names gnd addresses
are entered, the processor only nee%s totype the

«

Manuals directives, fee schedules and the like
are maintained on the word processor rather than
by each counselor. These materials are indexed
for easy retrieval of desired items. Changes are
easily accomplished, -making the system . par
ticularly useful for rapidly changing information
such as fee schedules. Word processors that can
communicate with each other permit the sending
and receiving of text. Thus, important directives,

-manual -changes -or—other--materials--can- be - -
transmitted from the state office to the field in a:

very short time. Facsimile transmission also can
be used, especially for.graphs, charts, and pic-
tures. As bz

transmission, long distance phone charges could

be qu1te expensnve

" casework. These microtapes need not. be 54

Training for counselors, supervnsors and other'
“staff canbe condicted through" packaged training -

programs on the computer at each individual's
pace. When the computer is'equipped with a voice

synthesizer, new counselors utilize simulated

client interviews to experience a life-like. situa

tion before conferring with a client.-

-Counselors use microrecorders to record all

elor. If

th systems use telephone lines for-

transcribed as they are corrected as recorded,
and indexed at entry. Finding information on a
tape is as easy as finding an entry in typed case
records. Instructions to secretaries can be read
into the recorder while in or out of the office.

‘Rolo Changes

"Integration of technology into the service
delivery system changes the staff's roles,
methods. techniques, interdepondenco. and struc-
ture.

Counselor's Role Changes .
The computer makes vast ampounts of informa-
tion available within minutes, enabling
counselors to spend less time seeking available
services, training, aud jobs. Choices for clients in-
crease as the information base expands. Intuitive
decisions no longer need to be made; decisions are
based on testing, knowledge, and models. The lit- -
- tle book with lists of services, friendly vendors
and cooperative employers is gone; a VR
calls up information from the computer - -
car telephone. And the inexperienced
counfelor has access to the same information as
experienced counselor. Counselors spend
more time with clients and in direct service provi-
sion. With direct input-of information to the com-
puter, most forms are eliminated along with a lot -
of other paper work. Statistics and reports are
+generated by the computer.

Counselors must learn how to use this increase
in quantity and quality of information. The
“counselor and the client cannot surrender their
Judgment to th¢ computer’s “pro‘]ectlons or
statistical pronourjcements. The counselor needs,
skills to facilitate p client's understanding of the-
‘availableg: information, * to develop effective
réhabilitation plank based on the information, and
to assist the client reach the rehabilitation goals.
. Guidance and counseling probably will become

the primary function of a counsélor:

There are costs, however ‘The data bank must

‘be “fed” the information it stores, sorts, and feeds
——back.—Although-much-information-is-a¥ailable ..

- from routine information gathering sources, the

counselor is responsible for items such as new

- employment opportunities, vendors, appointment

dates. With access to.a microcomputer or a ter-

minal, direct input is possible, instead offilling— .. '

- out a form. Either the counselor or a member of
_the support staff can do this.
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Counselors need some computer operations
training, at least at the inquiry level, and the com-
puters can do the training. A .counselor with
Jimited programming skills can manipulate the in-
formation stored in the.computer to yield even
more useful information. .

L7

Images and roles are often given up reluctant-
ly. But some people welcome the release from
restricted services and perspectives, and the
need to spend hours researching services and
costs. Others welcome the extra hours to spend
with clients or to serve more clients.

. Supervisory Role Changes.

A supervisor's role does not change as. much as
the other staff members. However, (s)he plans
and manages in a more deliberate manner. Crisis
intervention can be replaced by control and plan-
ning, but more training in management is needed.
The staff still requires guidance and supervision
to reach their full potential.

* Public relations work will become essential as
the supervisor is able to call upon more informa-
tion, especially about the community. Outreach
will become a major éunct'ion of the supervisor.

Supervisors continue to have tough decisions
and tasks placed before them and they need to

call upon technology to make better and more:

“timely décision;.
Support Staff Role Changes

The roles and functions of support staff could
undergo the greatest changes when there is a full
utilization of technology. Routine letters handled
by the word processor, authorizations and in-
voices prepared by the computer, and all book-
keeping done automatically: With information in-
put directly into the computer, fewer forms need
‘to be completedaand filed. If counseling notes are
retained on microtapes, they need not be typed.
Many of the clerical tasks are eliminated and, con-
sequently clerical jobs. This does not mean,

~ " however, fewer people required at the sub-

professional level, but rather different, more in-
~ teresting positions. The traditional support posi-

55

tions aré upgraded. A word processor operator

and perhaps a secretary are required and those
jobs ‘present greater variety and require now
skills. The unit could have one person responsible
for operating the computer andfor terminal, re-
quiring the designing of simple programs or ex-
tracting information with a query system. Qther
staff could be responsible for updating or secur-
ing new information for the data banks or for
, maintaining. the community information. Still
other sub-professional staff could function as
rehabilitation technicians helping clients to com-
plete applications, use the computer for testing,

. vocational information or guidance. g

\ b
Social Changes \

Messages and satellite-linked conferences in-
crease contacts between the state office and the
various units. But as units become more self-
sufficient and fewer state or regional meetings
are held, isolation increases. Telecommunications
with the computer reduce the need for counselors
to go to the office as frequently. Insteag,

telephone hookups with the computer’ are used’

fof securing and reporting information.

social contact for people, giving a sense of belohg-\

' An organization traditionally serves as a mz‘b\}
ing to a unified whole. Technology could weaken

- this structure by permitting looser ties to the
larger organization - a cost with profound implica-

tions.: A substitu_te for this loss of sense of-iden- .
tification needs to be addressed. W

There are"human and social costs to be con-

sidered when developing or selecting an informa--

tion system. Any organization changes upon the
introduction and full utilization of technology.

Jobs are modified or eliminated, and the frequen-

cy and content o& interaction between staff

- changes. These cosls must be weighed against

the benefits. ————————

. The tebchnol,ogy exists today ‘tq, accomplish

"such potential is implemented depends on the

decision as to what is best for each state agency,
its staff and,'most of all, its consumers.
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=Y Chapter 5

Hardware, Software and %

Personne]

Most vocational rehabilitation personnel have
little or no technical background in computers.
But to survive in today’s technological explosion,
.there are certain basic things one needs to know
about the computer: (1) what is the equipment, (2)
how does the equipment operate, and (3) who runs

© it

At present, most VR staff use a computer by .

completing and submitting forms, and receiving

back stacks of paper printouts. In the future, staff

will be in contact with the gomputer through a
keyboard, screen, and printer and they will fihd
the computer increasingly useful as a working
tool. The keyboard takes information in
alphabetical or numerical characters from a per-
son; the screen displays the information; and the

printer provides a copy %the display on paper.
"\ These three pieces of equipment will serve as the

rimary interface between vocational rehabilita-
tion personnel and the computer.

Hardware
' L}

Hardware, which is the equipment that makes
up a computer system, has undergone significant

changes since the first large scale electronic com-

puter was built in 1946. ENIAC (Electronic -

Numerical Integrator and Calculator) was built
for the Ballistics Research Laboratgties of the
US. Army, and it filled an entire room. It re-

quired so much power that it sometimes caused -

the lights in the city of Philadelphia to dim when
it was turned on. Only 30 years after ENIAC was

. ‘ IO .
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created, engineers put the equivalent computer
power of ENIAC on a single silicon chip less than
1/20 of a square inch in size. The first commercial-
ly built computer costing $1 million can now be
duplicated with 18 tiny silicon chips costing about
$10 each. Hardware costs have decreased spec-
tacularly and are expected to continue to do so. -

Terminals

A terminal allows a person to interact with a
computer. It wusually has a keyboard (a
typewriterlike printing device) and may have

_ another display device called a screen (which.is

just a modification of your TV set).

Screen - The simplest terminal hardware thata
vocational rehabilitation staff person comes in
contact with is a configuration typical of a bank
cash machine. These stand-alone terminals ask,
through words on a screen, for certain informa-
tion. Once the proper account number has been
entered through the keyboard, the computer
looks for this account and displays that account’s

information on the screen. The use of this type of
“terminal in a vocational rehabilitation office

might be limited to listing occupational codes or
open client cases.

VR staff also can use a computer terminal

“ screen to gain additional, more complicated infor-
~mation. For instance, certain educational com-

puter programsrequire the use of only one or two
keys, eg. hitting the “Y" key. With these pro-

-
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grams a stafl porson or a client could operate o
terminal to read information on available voca-
tional rehabilitation services and the rights and
responaibilities of clients, ‘

The nowest type of terminal, a Touch Screen,
does not require a koyhoard for interaction with
the computer; all information ls displayed on the
screen. To change the information, a person simp-
ly touches certain specific spots on the screen.
For example, the computer could ask on a screen,
“Do you want to see a list of your overaged
cas08?” Touch the word "Yes” If you do and “No"
if you do not.

Touching the screen is equivalent to hit.ﬁng
keys on the keyboard to input new directions to

the computer. For now, however, the most likely

interaction with a computer will be-through’a
combined keybonrd and screen terminal.

. Keyboard - A computer terminal's keyboard
looks a lot like an electronic typewriter. Suppose
a counselor sits down: at a keyboard, what hap-
pens when a key is hit (assuming the machine is

turned on)? Hitting the key literally connects two

wires and causes electricity to flow. When the cir-
cuit is closed, an electrical impulse goes from the
_ keyboard to the computer.

At that point the computer does one of three:

things: (1) it sends an electronic message to the
screen to display the letter just hit on the
~ykeyboard, (2) it sends the printer a similar
message to print the letter, or (3) it tells the
storage memory in the computer to remember
the letter. But, it also may do all three at the same
time. Thus, the keyboard is a simple input device
for the computer. :

To operate a keyboard one has to find the “off”
and “on” switch and learn what each key means.
The meaning of each key is determined by the
~ language the computer operates in, discussed in a
later section.

Printers - Printers vary in cost, quality, and
speed. At the lowest end of quality is the thermal
- printer with a special silvery paper on which
characters are "burnt” electronically. In the mid-
dle is the dot matrix printer, where each
character printed is a combination of very small

- o

dots. At the highest end of quality is the daisy
wheol printer with Individual charactors hit hy an

eloctronically controlled hammerwheel,

IBM selectric typwwritera can be wired into
cothputers as printers hut for constant use the
solectrics have not held up under the computer's
sovere requirements,

Line printors print an entire line at one time
and are very fast, o.g., 400 to 3,600 linos per
minute. Howevoer, the quality of print is not very
good, They are used most often for high volume
production printing byMo computers.

Tho speed_of printers which print a single
character at a timo, i.e., daisy wheel, matrix, or
selectric, varies from 15 to 60 characters per se-
cond, the equivalent of 150 to 600 words per .

- minute. The newest printers are laser or fiber op-
- tie, which can print an amazing.1,800 characters

per second. Such equipment also functions as a
copier which could help justify their present high
costs. '

Dumb and Intelligent Terminals - The simplest
terminal takes in information from a keyboard
and transmits it to a computer; it sends and
receives only. Without any processing capability
of its own, it is called "dumb”. The oldest dumb

‘terminal is Western Union's Telex where infor-
mation is entered onthe keyboard and sent over a

wire or received from the wire by printing on -
paper. :

More recent innovations allow outgoing and in-
coming ipformation to be displayed on a screen as
well as, a printer. Nevertheless, this terminal is
considered dumb as it cannot calculate or edit.

An intelligent terminal contains a
microprocessor, which allows calculations or
reordering of information before sending it to the

- computer. For instance, an intelligent terminal

can accept basic information on a client, do
several calculations, and then transmit this infor-
mation. Or it might be used to check entries, e.g.,

' making sure that every social security number

has nine digits before sending it to & computer.
Although limited calculations are possible, the
microprocessor in an intelligent termingl is usual-

Jy quite small, holding only a few numbers or
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Most computers and intelligont torminals must
have some form of u storage aystem to be able to
handle all the data at one time, In the traditional
oflice, most {nformation is stored on papeor n file
cabinots; the computer stores information on
magnetie tapo or plastic disks.

Ntorsge

These computer storage aystems work like a
good secretary in a vocational rehabllitation of-
fice leven though we may never find out how the
scerovtary does it) the computer has a procedure
for storing the olectrical impulses-and a separate
progedure for - finding the “electrical impulses
when they are needed.

. The usual storage medium is a, disk system.
The smallest disk is the 5" mini-floppy,/approx-
imately the size of a 456 RPM record
thinner and more flexik'e, hence “floppy?. A disk
is mounted on a disk drive by insertingthe disk
. into a slot in a box:ike apparatus which is con-
. ne‘gted to the computer by a series of wires. With
a disk in the disk drive, ipformation can be typed
into the computer and stored on the disk in much
the same way that sounds are stored on magnetic
tape by tape recorders. Once the information is
stored on a disk, the computer can be instructed,
i.e., programmed, to pick the information ba}:kw
the disk for use.in the computer.

An intelligeni terminal or microcomputer can
hold as few “as 8,000 characters while a mini-
. floppy disk has space for approximately 100,000
characters. This is equivalent to 2,000 names and
addresses averaging 50 characters. Larger sized
disks, holding as many as 50 million characters,
primarily are used with large computers. |

| Memory

In addition to external storage on disks or tape,

computers also have internal storage called
memory or primary storage, built into the
machine. The size of the memory is a crucial
variable in the operation of a’ computer. The
" larger the memory, the easier the computer com.
putes. In general, the larger ‘the computer, the
greater the memory and, not so incidentally, the
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t much

greater the coat, A un%u hand-held computer's
memory holds only 1,400 characters, The largest
computers hold over four milllon characters in

S memory,

One of the newer techniques for increasing
memory capacity is magnetic bubble memory.
The memory is contalned on tiny wmagnetic
regions that can be created, dostroyed, and mov-
ed about in a garnetlike materiak Bubble
memory provides at least a 10% incroase in com.
puter memory capacity and the additional advan-
tage of retaining information even if the external
power sourge {s removed. Therefore, bubble
memory camgprovide data security in the event of
electrical pofver losses.

Charhcters - The term “characters” (in com-
puter language, bytes) means simply the letters,
numbers, or apaces used to convey information.
For instarce, each person’s name has a speeific
set of characters. "Jdhn Q. Public” has 14
characters when all the letters, spaces, and the
period are counted. If John's address were 2722
Eastlake Seattle, Washington 98102, then name

"and address would total 54 characters. If a com.

puter. holds 48,000 characters, then almost 1,000
names and addresses can be loaded into the com.
puter at one time. Computer people represent

1,000 with K for kilobyte and would say that if a
"computer holds 48K characters or bytes, then

almost 1K names and addresses can be loaded at
one time.’

“This simple example ondy illustrates the size of
a computer memory in relation to the number of

characters in a name and address. Later in this.

chapter there will be a discussion of why some of
the space for characters is used for the operating
instructions.

Central Processing Units (CPUs)

The key part of a computer is the central pro-

cessing unit. It controls all of the other internal

and external units, such as disks, printers,
keyboards, memory, and screen. Control is exer-
cised by sending electronic impulses to the units

requesting them to send, store, display, or print

data.

" The CPU gntains the Arithmetic/Logic Unit,
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Aruitoxt provided by Eic:

RIC

which does the actual caleulaliomsT 1t adds or sub-
tracts as instructed unyd®ertain constraints are
met. For example, agfimputerran ho instructed
to add a series o umthnuuﬂwa
have heen addf], Then the sum of these eight
numbers is stored or the computer can he in-
structed where and under what heading to print
the number, The computer also can rearranye a

sel of alphabetical eharacters and print them, =

: . .
Since the Arithmetied.ogic Unit does suceh sim-
ple things as add, suhtrm‘c. and rearrange,. it must
do. them f{astenough to Lo cheaper than human

“beings doing the same tasks, Speed is the major

difference amang the various sizes of computors,
On large, computers speed Is measured in
picoseconds, one trillionth of a second.

O

L

-

.

The size and number of computers available on -

the market today is mind Yoggling. The primary

generic classifications are! 3

Mieroprocessor
Microcomputer

Minicomputer

Main frame : .

Super computer

Because of the rapid technological devclopmént »

in thé computer industry, these categories
overlap, but some general characterizations are
possible. :

Microprocessor - The smallest compuler witha
very small memory and a limited set of built-in in-
put/output instructions. A microprocessor
operates things like a digital watch or small
travel alarm clock and is used frequently as the
“brains” of an intelligent terminal.’

Microcomputer - Has a complete but limited set
of builtin inputfoutput instructions and has a
memory of up to 48.000 characters. The CPU can
handle only a limited number of characters at any
one time and its speed into and out of memory is

~ ypecial capability to break down a prublem, ﬁu

imize the work done by all the CPUa,

L

slow, Home computers are uaually microcBm
pulers. \

Minlcomputer - Usos characters in small
groups bt it has & larger memory (44,000
characters and the capability to handle up (o six
terminals, Buperminis afe being nmrh{dd with
more memory, higher uperating specds, and the
capacity to handle sixty four terminals,

Main Frame Computer - Comes in small,
medium, and large sizes, The small main frames
are f{astor and have larger memories than
minfcomputers, More importantly, they can share
their computing time with a number of terminals
concurrently as each terminal's program
develops, Medium and large main frames, in addi-
tion to having greater apeed and aize, can do
multiple programs at one time and can com-
municate with other machines in order to max:

Pt

Super Computer - Vory [ast computer with

" complex multiplication. into many small stepsand

to do the steps at the same time.

.

Data Communications T~
Data communications refers to the electronic
transmission of data from one location toanother,
usually over communication lines such as
telephone or telegraph wires, The time required
to move data from a location to the computer, and
from the computer to the point of use is reduced

_from days or hours to seconds. This time redue.

tion is significant if you need to hive an im-
mediate answer. Of course, the cost of data com-
munication must beweighed against the benefit
of speed. But improved technology is increasing
the cost/benefits of data communication.

Modems, Data Sets and Acoustical Couplers -
Existing telephone lines are the best means for
transmitting data from one point to another. Un-
fortunately, however, computers operate digital
ly (in pulses) and telephones use analog (waves)
transmission, The solution is to convert computer
signals from digital to analog, transmit the signal
over phone lines, and then convert from analog
back to digital for the computer. The device

_which converts the signals to and from digital is
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ealled & mudon, and vne muat be used at caeh snd
of & telephune line. Muodems can sither be an
“acoustical coupler or data sel. An arcouyitieal
cuupler is a bux like device with 4 eradle W hold
the receiver uf anardinary telephans, Woekers in
diatant loeations simply dial up their home office
computer, place the telephone recciver in the
acoustical coupler, plug a computer terminal inte
the acoustical coupler, and communication is
eslablished,

A data set is a fixed conneetion between the
telephone line and a plece of computer equip:
ment. For example, terminals may have a data set
{modem) built in and thorefore not aced a
separate piece of equipmeat for communications,
The acoustical coupler is less expensive but also
less efficient than the data set. .

Speed - The speed with which information
moves s measured in bita per second thps) and is-
often referred to as the baud rgte. Hit means a
binary digit and it is the smallest unit of informa.
tion the computer can zomprehend. Depending
upon the computer, it takes six, seven or eight
bits to represent one character, Therefore, if it
takes cight bits to represent the character 0"
and the baud rate on a telephone line is 4,800 hpy,
you could send 600 04" cach second. Typical baud
rates-are 600, 1,200, 2,400, 1800, and 9,600 bps
although rates of around 43,002 hps are becoming
more and more comnorn with large computers,

Time Sharing - It is not unusual to have several
terminals in communication with one computer.
This results in several users sharing time on the
samecomputer, When the computer pauses inthe
processing of one person’s job, it switches to the
procdssing of another user's job. This happens 5
rapidly a user is unaware the computer is work-
ing simultancously for other users.

" Time sharing often describes a situation in
which each user functions independently, ‘with
the programs on each terminal unrelated to those
on other terminals. Each user only pays for the
computer time and storage space actually used.
For example, an accounting firm, a rehabilitation
facility, a lawyer, and a physician could ail be
sharing time on the same computer. A user could
not obtain another person'y data and probably
does not know of the other user's existence.
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Time sharing offera o lot of advantages,
primarily flexibility by having computer puwer.
available when needed. The problems of hiring
staff, maintaining equipment and housing the
data conter are eliminated. Costs are dietated hy
aetual use but if your camputer use reaches a high
level, lease or purchase of equipment shoyld e
considerad o

Software

Computers must have very spocific insteye
tions for everything they do. These inatructions
musl bo dotailed, sequential, and logical and they

must allow for every possible oecurrence. Instrue.

Lions that are used to complote a single job are
called a program. All the programs used or
available for a computer are called collectively

software. Programs must be written in & com.

puter language and a computer may utilize pro-
grams written in several different languages.

Software can be illustrated by comparing a
computer to a simple door. The hinges, handles,

~and locks are traditionally called hardware ‘snd,

accordingly, can be purchased at hardware
stores. The sign on the door explaining how to
open it is the softuwdare. The sign can say simply
“IN" or "QUT". Or there may not be a sign,
assuming everyone knows how to operate the
door. At the other extreme, the sign can have
complete instructions, i.e., “Insert key and turn it
clockwiser-turn handle and push”, Thesc instrue.
tions can be in various languages or symbols, e g.,
a drawing of a man or woman. The important’
thing to remember is that the computer (hard-

- ware) cannot do anything without instructions

(software) in a language it understands. (Appen-
dix E contsins additional di%cussion of software.)

Languages '
. 1

Computer languages are not English! Nor are
they, for that matter, French, Italign, Russian,
Hebrew or any other traditional language.
Nonetheless, computer languages are languages.
If youlearn towrite themona keyboard, the com.
puter will do what you want, provided it

’ derstands the language you are writing.

In a typial VK office a counselor asks for a
specific file by saying, “May I have the file on
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YZ'. The ucewhry guea tuthe file drawer, pulls
ut the fite un XY 2. gives it to the coynsslor Mhe
apena the ulcjemsu it adda information to iy, a;\d
gives the file haek tu the secrctary who returas
the file ta ita proper placo in the file drawes. The

Ianguige used by the seerctary and rounsglor

¢ould be English, French or Husaian, byt the hard
WaAre tnmk"bc the same  a file, lile drawer, a
table to lay the tile un while in use, and paper, pen
and pencil to enter information into the tile,

A compiter Xan do the very same thing for\a
epunselor who hxs the hardware - a hcytman)’;
streen of printer\and some lonn of slorage,
usually 8 disk  asd a language bothesunselor and
compuler vee amd ynderstand,
{
Exasmples fovel

of Language Higher

languages are more similar to the Enghsh

language than lower level languagds. The follow-
ing conputer languages. are discussed in the

— otder of their ¢loscncas to fegular Faglish,

® QUERY

The closest computer languge to English is
QUERY. With this language, a (‘Dunwlor
would type simply "1 want a report on
XYZ." Onthe sereen would flash "XYZ" and
the information in XYZ's file, U “the
counselor.only wanted to review the infor-
malin%'hc would turn off the machine

f"{LU/ vading the information on the sereen.
QUERY ean retrieve only

. already in the machine: it does not allow for
entry or manipulation of data.

L Bt \\1( {Beginners All Purpose \)mbuhc In.
i/\ structivn Code!

BASIC permits not anly aceéess, but entey
and manipulation of data. It uses English

waords in a special ‘way and, usually, with

very specifie meaniags. For instance, the re-
- quest for the XYZ file to be displayed on lhe
screen mxghl be keyed in as;

LOAD XYZ

LIST

The first instruction (LOAD XYZ) tells lhe;‘l_{

information’

®

e CONOL

campuler to jook fur the XYZ file in the ex-
ternal aturage afca, prubably aa a disk Unee
the camputer finds the XYZ file, it ia 1n
structed ta load the filo inte the campyter’s
Memury, ie., intefpal sturage, The seeond
inatruction (LIBT) commands the romputer
ta list of the sereen all the jaformation
found in the fils.

This simplified casmple shuws  that
RASIC does the same thifigs aa QUELY but
with fower and more symtwiic wurds.

(Common Husiness Orieated
f.anguage)
A widely used language for huainess applica
tion is COROL (pronounced Coe Balll ft uses
fow English wards, relying on symbala and
abbreviations instead.

The following example illustrates instruc:
tions in COROL, for hinding the prior balance
in a speeific account:

3080 IF PRIORBAL NOT NUMERIC
MOVE "Y' TO YES NON MOVE
‘PRIORBAL" TO
NONNUM}

MVLAR
THRU

310822
PERFORM
NONNUM I EX

330824 MOVE, ZEROES T0 FRIORBAL

i .
With some experience, one can begin to
understand part of this language.

® FORTRAN (Formula Translation}

A popular language for research purposes s
FORTRAN (pronounced FOR TRAN) This
language uses mathematical symbols, such
as * for multiply, / for division, and %® for
raise to a power. FORTRAN allows icien-
tific calculations to be input into the com-
puter in a form very near that used in
mathematics. The following is a FORTRAN
instruction for computation of a commission:

READ (55000 AMNT

IF IAMNT.LE.150.00) COM = 6.00

(op)]
!



IFIAMNT.GT.15000: COM =~ 400 .+ 02
AMNT - 150.00)

. ,&Eseh\bly .

&, < Awsombly Is 4 symbolie language which is

Kione slep from maehine language. Using the
abave COHOL vxample of computing a prior
balance the following three ljnes of
Assombly illustrate the symbelic non-
Eaglish language which provides speeifie in-
structiona to the computer:

205 LA R2GIDTWOLRS
216 LA RL@PTENDL » PINEXTLRD
217 B PTMIL

® Machine language

The language the computer uses Iy called
machine language. [t uses no letters, only
the two numerals, 0 and 1. An instruction in
machine langusge might be” “11000011"
which tells the computer to turn on the f{irst
two switches inthe computer, leave the next
four off. and then turn on the last two.

The following shows the progression from Righ

1o low level languages,

] WANT A REPORT ON XY2

YurUERy
BASIC LOAD XY2

N LINT
IV PRIORHAL NOT NUMERIC
MOVE Y. TO YES NON
MOVE PRIOR " HAL TOMVLAR
T PERFORM NONNUM 1 THRU
4 NONRUM | EX MOVE ZEROES
L TO PRIORBAL

LOHGY,

O PORTRAN READ 65 50010 AMNT

. IF AAMNT.GT 150 090 COM - 6.00
Y ,
SAMNT 150 00!
’ R2. 0 INTWOLR

Assembiy I.A

' LA R1LaPTENDL »
PINEXToRDD

" PTMY

Machine ' “‘ 11001

AN

“systems,

IFAMNTLEI®W00 COM « 600 .

\

The Helstlanahip of Languages ta Camputer
Hardware - Every computer upsrates in marhine
language while must users in the US read and
write in English, If 4 user aska the computer a
queation in QUERY (COHOL, FORTRAN or any
other nun machine language), the computer has a
eompiler or translator whieh takes the jnatrye:
ton and converts it into equivalent machine.
language. Only then ean the computer respond to
the instruetion. The compiler has a program weit-
teft in tmachine language bul built to.look for
higher leve!l language instructions and converl
them into mai:xinﬁ language,

Systems and Applications Noliware

Computer software is divided into two typas:
(1) aystems software which operates the cofpy-
puter, and (2) applications programs which apply .
the computer's capability to a user's Afe.
quifements, .

Systems Soltware - The term software encom.
passes all compuler programs bul refers wmost
alten to programs whic{rallnw the system t
operato, Systems soltware, often called operating
manage the housckeeping tasks
necessary to make a collection - of hardware,
languages, and applications programs function as
s computer. These system programs have sym.

. bolic names such as 0S8, VOS, and DOS.

Other software systems programs perform
Keneral functions as report generators, data base
management, and utility programs. Tho latter

* function, utility programs, includes such things as

duplicating disk files a?_d changing the date in the
computer. .
Applications Programs - Specific instructions
todo a single job for user, such as list occupations
by handicapping condition are called applications
programs. In business, the most common applica.
tions programs are for payroll and inventory con.
trol. In vocational rehabilitation, payroll checks

. are most likely processed on a state payroll ap- .

plications program. Rehabilitation client and case’
service data systems are also applications pro-
grams and are usually custom designed, In
general, custom dc;igr;_cd programs are¢ more ex.
pensive than the widely available standardized
applications packages, because a user pays. all of

. 8§ .
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" equipment

,puter programs are those used in word process-

the development costs. With standardized
packages, users share the original deve10pment Coy
costs with all the other purchasers, Because of
the cost and the shortage of qualified program-.
mers, standardized programs will continue to be
the more commonly used computer software pro- , b.
grams. . -
3 : ," '

Word Processmg Software Appllcatlons pro-

grams that are not usually,consxdered as’ com-

~t

ing. Word processors. are simply small computer
(keyboard, " printer, screen, and
storage)"wkli%ft)ware ‘written specifically to
meet the needS—df. an office. Each software
package has its own, often catchy, title such as .
Applewrlter (for Apple computers) afihElectric.

- Pencil (for Radio Shack computérs). There are at

"least 140 companies selling word processors in-

. cessor

~ example, most word processors, have~a speclal""

~ might press “CMD” (short for cothmand) andqthen N
. preSS an upper case u3n Af

. through all the sSteps us

-and IBM. Wor processpg software also can be’
- purchased for a computer so that the computer.

cluding 'such laa‘ge firms as Exxon, Wang, Xerox, -

=g -

functions as both a computer and a word pro- A
Word processors have special function keys on .
the keyboard to make- their operation easier. For

key marked"“Cénter”. When pressed it will ceni
a heading in the middle of a page. On camput
without speclallzed keyboards, funétions such as R

: centering are done by programming’ the com-
: _'puter ‘For example, to center a lihe using a. com-l-.'_

puter with word processmg software, the pser -

recognizing: thls

-

typist to_,cé?lter a"heading. -

The functlons ofrwox:d procbsslng software can
standard, Py

a. Repetltlve letters are the for itters s"ent}' '
to many people at the same timgér those us*
-ed numerous tlmes with only sHght changes.:

With .a word processor, ai/} fter can be .

typed, stored, and printe& al
command When several

be typed (and stored) as one ¥

H

y. :.-‘

-~
. -~.._;.
L g

automatically and prints the letters.with the
~ appropriate address for, eagh 1nd1v1dua1‘

" . cluding deletions, insertions,

.' cessor ‘screen, and makes the rev;smns using

. the automatic functlons of ‘inserting, mov-
mg, ‘copying, and deletlng ‘words, sentences, A

- or paragraphs. This cycle canbe repeatéd as

“many. times as necessary until the document

is - exactly -as needed and the.,

: :,-‘/.‘prmted ] = 2

1. Statistical typlng is'a'dlfflcultchore becaus )
" of the manycolumns and the need . to pro: - i e
-ofread a]l ,numbers. Word processmg Sthm ST Xq

" as the sum secured. by the orlgmato :

) 1
. 0 . .
. P

the‘letter as a separate document. The word
processor tien merges these two documents

Standard paragraphs, sentences, b01lerplate

‘ language, or phrases can be stored. and:

retrieved as needed from the word pro:
cessor. For example, a letter to "a car-
lelOngt requesting information about .a
speclflc client’s functional limitations will
vary in some aspects, but, for the most part
will contain the same, often technical, ques- -
tions asked for all similar examinations, A’ )
secretary could compose a letter by typing

_the first and last paragraph with informa-
__tion about the client and - then retfieve and

insert into the letter the stored, ‘standard
paragraphs ‘which . ask very specific
technical questions. The letter is personahz-, L
ed and also technically correct. 7
Text editing refers to major rev1slons, in-

~and. .rear-
rangements, within long: documents such as
technical reports or proposals. Reports can

be typed on a word processor,.stored on a

.. magnetic disk, and prmted on paper as a

first dl;aft This draft is reviewed with the-

- . pevisions marked right-onto the paper draft.

The secretary retriéves the draft document
from storage, displays it on the word pro-

final: copy;’

[P

ware allows tl@automatlc ‘gstablishment; of
margins and spacing for columns. Ima(}dl-
tion, columns can be moved, deleted or.
copied into "another document. To - a,ssist

“with proofreadmg, some software is capable Ny 7 4K

of adding all thernumbers typed in a.column ’ 7
to obtain a sunr. If this sum is not- the saméf"




'Personnel ‘o
Some people are not good at languages and
there are soma.people with a facility for foreign
languages. Most people, however, need help and '
this is where computer personnel come in. When |
you contact the computer people, youare likely to
talk ‘with one of the followmg Cw -
. % &l l
Manager of Data Processmg or Management
Information System " :

. _Systems Desxgner/Analyst
g ,
‘ System Programmer

. ‘ Applications Programmer
. “ Computer ‘Operator )
Productxon Controller »
Data Entry Persorl '

. User or System -Owner R

“Ina standard computer operatxon each of these

. pers s has a particular function and a different

-scope of knowledge. In smaller computer installa-

tions, several or all functions may, be done‘by one
person

/

The manager has overall authorlty for the pro-

. gramand reports, as do the other managers in thé
orgamzatlon to division dirertors, agency heads,

"or;senior managers. The responsibilities. of the

anagerare to see that the machines operate and -

‘lS _completed as scheduled: The skills

yssary’ to do this may not requlg a detalled'~

“derstandmg of computer systems or programs, "

tsof people. In fact; the{r knowledge of new

mpment or programs may be quite limited. Soa

&r approaching a manager with a proposal for a,

:w'computer use may net get a warm reception,

) especxally if the request is for a microcomputer in
‘the field office. Managers traditionally have ¢en-
tralized all operations and equipment to +have

' _, maximum control and efficiency and it may’ "Be dif-

E Manager

- ficult for them to decentralize even though 1t may. -

‘be.less costly and more efficient.
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System DeslgnerlAnalyst

The system desngner/analyst in a,vocational
rehabilitation agency has a two fold job: (1) to
und€rstand each computer’s equipment and pro-
grams, and (2) to understand the agency’s opera-

tions in terms of colnputers. Each piece of com--

puter equipment - (terminal, storage, processor,

and printer) has fixed, built in limits in terms of -
.number of characters, speed, etec. It is necessary
nd the interconnections of.

to design the la
the various pieces of computer equ1pment for

" maximum efficiency of output per cost.

operate-the computer. Perhaps the most difficult

part of a system design i is to take an agency's pre-

sent practice (e.g., creating, sformg. and updating

client files) and recast these procedures into a-

system of actions for computerization. And fur-
ther to design a system compatible with the com-

: When a system des1gner is building a new
system, the user has'to make choices’ regarding
the match of the user’s requirements.and the com-
puter’s. capability. The results of these choices

will be seen only when- the new system is “up and
. running”
~manual systems to the computer. For example;
* one limitation may’ be that'only one file can be

and the user switches from the old

displayed on the screen at one time versus the old

S-ys_tem Programmer

4

q“ Efficiency .of operation is necessary both for -
computer - hardware and for the computer
operating systems, the set;of instructions which

puter its capablhtles and_fhmnts. e

“. method of laylng out four flles ona table for gomn-
‘parisons.:

A system programmer writes out the detaxled'

.steps the computer needs to take in order for the -

user’s program to operate. This person’s jobis to
take a given configuration of computer equlpment

‘and program it so that various jobs will run on it.
“In the simplest terms, the system program tells

the computer when to run a program, where to
find the.program stored and where to print the
results, - - v . A

An analogy may be helpful In a typlcal voca-. -
each vocational -

tional rehabilitation. office,
rehablhtatlon counse[or knOWs the case flles are’



' m a(partxcular file drawer and a summary is® . ip communication with the computer through the

necefsary each month whlch involves, among
other. things, adding up the number of active
cases an Wrntuﬁg the total on a particular form. A
' compute ] operatmg system must know when to
look in the files (wWhen someone hits a certain key),
which file tq pull (get the XYZ file off the disk and
into the computer), what program to run (add the
number of active cases), and where to display it
(on the printer). The operating system does not
care what applications’ program is run, it only
~ tells the computer where to.find a particular file,
where to put it, when to run the program, and

where to print the results. Incidentally, the com.-

puter does not have to return the file; it only took
a magnetic reproduction of the file and left the
file on the disk in an unchanged state.

Applications Programmer

< The applications programmer writes out a set
of specific instructions for the computer to do a
specific job. In the example given above, an ap-
plications programmer would write the set of in-
structions that tells the computer to add up the
number of active cases in the XYZ file. This per-

son is consulted when minor modifications are

_necessary in a program. For example, if the"for
mat of a report needs changmg, this perséh would
make such changes.

. Computer Operator

"A computer operator controls the machine,
usually can estimate when a program will be run, -
.and, crucially, if the computer is broken down,

- when it will be running again. The operator stays

keyboard. The computer tells the operator which..
program is running and it may requast that a dif-

" ferent disk of information be made.available for

the next program. .

‘Production Controller

This person makes sure that ]obs are scheduled
in such a way as to make the best use of the hard-
ware, software and personnel. In addition, after a
program. is completed the controller is résponsi-
ble for seeing that the output reaches ‘the rxght
person,

Data Entry Person . .

The data entry person, forerly known as a
keypunch operator, sits at a keyboard with a_
screen attached and enters data onto a tape or
disk, or into the computer itself. In large data
centers this person probably is employed full
time, but in smaller operations, cﬁcal staff may
enter data as part of their regulpr duties.

User or System Owner

Yes, you as a user of computer information are
considered part of the team. If useful information
is not created or if paperwork is not reduced, then
the efforts of the data processing personnel are
for naught. As a user you have an obligation to -
define clearly your information problem (not the .
solution, just the problem), communicate that
need, and to evaluate the €ffectiveness of the

solution after it is designed. . .
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| The Planning Process

' The importance 'of\plannlng for a new or

modified computer system must be placed in_

" historical perspective. In the 1950s a single com-
- puter purchase could cost over a ‘million dollars:
With this amount of money involved, rost com-
panies willingly spent $15 - 25,000 studying the

/xl'easublllty and utility of the purchase. Today, the

power of that million dollar computer can be pur-

. chased for around $5,000. Even  though the cost

for the equipment is reduced, the need.for the

o ‘planmng and feasibility study remains, whatever

its necessary co3{ may be.

“This chapter will review osganizational ap- -

proaches to planning and discuss the steps an
agency  needs to take for 1ntroduc1ng new
technology into the servnce delivery system."

Organlzatlonal Approaches To Planning

One way of characterlzmg the planning process

in VR agencies is based on the role of the-

organization’s members in the process W
The Top- Down Approach

The top-down approach operates as the name
implies. Top management analyzes the agency’s

- objectives, and reviews and defines the allocation

of resources to further the identified obJectlves

The next step is the communication of these deci- -

sions to the middle managers who refine and add

more detail for operational purposes. Descending’ .

the organizational structure, the decisions con-
tinue to be analyzed and become more and more

* C,

7‘:-

\ﬁ,nite. Other organizational plans, e.g., goal set-

ting and objective specification, follow a similar
path down the organiiation chart. -

Hlstorlcally, the approach twplanmng in most
organizations, public and private, has been from
‘the top down. Critics point out that this has led to

~ technologies being geared to meet the needs of

‘top management. Others dissatisfied with the
top-down method suggest that countless reports
are generated that are useless to management as
well as the practitioner,

'l‘he Bottom-Up Approach

ehabllltatlon practitioners usually feel that
pl{nning in a vocational rehabilitation agency will
notenhance client service delwery unless and un-
“til it proceeds from the bottom up; that planning

. - must begin by looking at what happens “where
- the rubber meets the road”. In the bottom-up ap-

proach, a model plan with the information needed
to generate and support decisions is developed at
the practitioner level. The model plan is expand-
ed as other needs are integrated at successwely
higher m:&nagement levels.

" This approach also has some obv10us problems

Planning, without top management’s support in-

evitably encounters conflicts, sometimes with
previously establishéd agency objectives. Once *
this occurs, the bottom-up plan suffers.

' Combmmg These Approaches
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A moro successful managerial approach may be
a combination of top-down and bottom-up. In the
combined approach, the master plari states the
organization's objectives. This solidifies the sup-

cess of the plan. The specific details of the master
plan are then developed starting at the service
"delivery level. Thus, commitment to the master

_plan is generated at both the field office and top

management levels.
‘Steps In The Planning Process

- Regardless of the organizational approach to
planning, there is a series of steps an agency
should take to decide on and implement a new or
modified computer system: N
1. Needs assessment
2. Feasibility study
- 3. Systenis design
5. 'Training -
6. Installation

- The process begins with the identification of a
problem(s) with the agency's information process-

ing procedures. A needs assessment determines -

if a system can be developed to solve the problem.
If so, a detailed feasibility study outlines alter-
natives so that a decision to proceed can be made.
(Of course, the decision could be to forget about

the whole thing.) Systems design invdlves the *
. analysis of present proced s.and thespecifica-

tion of the hardware, softwaresahd staff needed
for the new system. After software is developed,
testi%is condiicted td ascertain if the system

perfopfns as desired; staff is trained’in the new
procédures and finally-the system is installed and -
" operating. s

A

Needs:Assessment

In at needs assessment, the agency ide_ntifié_s
not only needs but service delivery problems that

[

A disc'ussion of each stepin the process f'(;llows. ‘
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could be alleviated By improved information pro-
cessing procedures and woighs the urgency and.
importance of the problems for priority setting. If
this critical first stop is overlooked or conducted

port of top management, which is essential tosuc- ~ superficially, the result can be the purchase of ex-

pensive hardware and the development of com-
plex programs when inexpensive alternatives
would work just as well. It is not uncommon for
an agency to purchase oquipment and then begin
fo ask how it can.be used.
. ‘ o o
“*Conducting & needs assessment involves
. githering and analyzing data on the information
required by the organization, and the information
flow within the organization. This will help.
delineate how the agency functions. Data should
be gathered to answer questions such as:

-

What forms are generated?.
" What inqurmation is oﬂ each form?.
‘Who fills out the form?
What happens to fhe form once .it. is completed?

Hq\i)--is the information used?
Once.there is an understanding of what and
how information is collected, the focus shifts to
what information the agency needs to have. For
example: ‘ : ’

What i_nfo'rmatidn is needed ébou_t the clients?
vendors? employers?

_ F_qi' what purpos'e?

Wiiat forms are needed?.

~V\'{,hat.kinds of analyses are required?

_ The data collection and analysis phase lhxally
cannot be accomplishcd simply by asking service
delivery staff what would help them do a better
job. Some will find the current system all right
while others would indicate they do not rely on
data. Realistically most counselors are not
familiar enough with the potential of computers
. to think creatively about possible applications.

It would be helpful in this beginning stage to
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#{Cha ter 6.

The Plail .'ng Pro.ces's o

The importance of. planning for a new or

modified computer system must be placed ‘in

historical perspective. In the 1950s a single com-
puter purchase could cost over a million dollars;
With this amount of money involved, most com-
‘panies willingly spent $15 - 25,000 studying the
feasibility and utility of the purchase. Today, the

power of that million dollar computer can be pur-

chased for around $5,000. Even though the cost
for the.equipment is reduced, the need for the
planning and feasibility study remains, whatever

its necessary cost may be. :
This chaptér' will review organizational ap-
- proaches to planning and discuss the steps an
agency needs to take for introducing new
technology into the service delivery system.

Organizational Appi-oaches To Planning |

One way of char»acterizihg the planning process
in VR agencies is based on the role of the
organization’s members ir the process. :

"The Top-Down Approach

The top-down approach operates as the name

implies. Top management analyzes the agency’s

. objectives, and reviews and defines the allocation. -

of resources to further the identified objectives.
The next step is the communication of these deci-

sions to the middle managers who refine.and add -

more detail for operational purposes. Descending
the organizational structureithe decisions con-
- tinue to be analyzed and become more arid more

finite. Other organizational plans, é.g., goal set-

ting and objective specification, follow a similar
path down the organization chart, ;

~ Historically, the approach to planning in most
organization§, public and private, has been from
the top down. Critics point out that this has led to
technologies being geared to meet the needs ‘of
top management. Others dissatisfied with the
top-down method suggest that countless reports

are generated that are useless to management as
; well as the practitioner. . - : ' ‘

N .
)

‘The Bottom-Up Approaéh

" Rehabjtitation practitioners ustially feel that

planiing in a vocational rehabilitation agency will -

not enharice client service delivery unless and un-

the rubber meets the road”. In the bottom-up ap-
proach, a model plan with the information needed
to generate and support decisions is developed at
the practitioner level. The model plan is expand-
ed as other needs are integrated at successively
higher management levels, . )

K

This approach also has some obvious problems.

‘Planning without top management’s support in- !

evitably encounters conflicts, sometimes with
preVious!y established agency objectives. Once
this occurs, thefottom-up plan suffers.

Combining These Approaches
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til it proceeds from the bottom up; that planning
- must begin by looking at what happens, “where °
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A moro successful managerial approach may be
a combination of top-down and bottom-up. In the
combined approach, the master plan states the.
organization’s objectives. This solidifies the sup-
port of top management, which is essential to suc-
coss of the plan. The specific dotails of the master
plan are then doveloped starting at the service
delivery level. Thus, commitment to the master
plan is generated at both the field office and top
managefhent levels.

}Stepks In The ‘Plainning Proce?

Regardless of the organizational approach to
planning, there is a series of steps an agency
should take todécide on and implement a new or
modified computer. system: '

1. Neceds assessment

2. Feasibility study '

<t

3. Systems design "

4. Testing
5.. Training
6. vInsta‘llation

'The process begins with the identification of a
problem(s) with the agency's information process-
ing procedures. A needs assessment determines
if a system can be developed to solve the problem.
If so, a detailed feasibility study outlines alter-
natives so that a decision to proceed can be made.’
(Of course, the decision could be to forget about
the whole thing.) Systems design involves the

‘analysis of present procedures and the specifica-

tion of the hardware, software and staff needed
for the new system. After software is developedy

. testing is conducted to ascertain if the system

performs as desired; staff is trained in the new -
procedures and finally the system is installed and
operating: : :
a :
A discussion of each step in the process follows. .

1
Needs Assessment

In a needs assessment, the agency identifies
not only needs but serwice delivery problems that¢

a W

could bo alloviated by improved information pro-
cessing procedures and weighs the urgency and
importance of the probloms for priority sotting. If

this critical first stop is overlooked or conducted

superficially, the result can bo the purchase of ox-
pensive hagdware and the development of com-

‘plex programs when inoxpensive alternatives

would work just as well. It is not uncommon fgr
an agency to purchase equipment and then begin
to ask how it can be used. - )

Conducting a needs gsscssmcnt involves
gathering and analyzing data on the information
required by the organization, and the information
flow within the organization. This will help
delineate how the agency functions. Data should
be gathered to answer questions such as:

1

"What forms are’generated?
tht information is on each form? -
Who fills out the form? §
W hat haépens to the form once it is completed?
.How is the informatiog used? B

Once there is an understanding of what and
how information is collected, the focus shifts to
what information the agency needs to have. For
example: ' '

What information is needed about the clients?

vendors? employers?

For what purpose?
What forms are needed?

What kinds of analyses are required?

. The data collection and analysis phase usually
cannot be accomplished simply by asking service

delivery staff what would help them do a better -
_job. Some will find the current system all right
while others would indicate they do not rely on _

data. Realistically most counselors are not -

familiar enough with the potential of computers -

to think creatively about possible applications.

It woﬁ}d be helpful in this beginnipg stage to
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schedule somo protraining of staff a half-day
training session to introduce staff to the com.
puter, its potentials and pitfalls. Such a session
would remove the mystery surrounding com.

-puters, onable staff to vent feelings, clear up

mlqunderqtun(hngq, while at the same time in-
dicating the ageney is serious ahout i improving in.
formation processing procedures. It would also
lmprovu the quality of future input from the staff,

The final-step in conducting a noeds assess.
ment iy the identification of agency problems that
the computer might help overcome. Spell out the
nature of the problems, their size, how
widespread they are and what happens if they are

* ignored. These problems must then be matched

up with the potential benefits a computer could |
provide such as: ;

1. Obtalnlng lnformutlon previously
" unavailable

& Receiving information in a more timely

" manner
3.  Improving operations

4. Performing calculations not previously
possible

5. Impro\‘/ing'_de'cision makingu

The specific decision to be made at the conclu-
sion of the needs assessment.is whether or not a
system can be developed to alleviate identified
problems in information processing. If the conclu-

sion is positive, the agency proceeds to the next"

step in the planning process. If the conclusion is
negative, the -agency should discontinue its
planning.

Feasibility Study

Three primary activities occur at this step in
the planning process development of a plan for

the system, specification of alternative methods

of achieving the plan and selection of the most
feasible alternative,

- The system’s plan should spell out in general.

" terms what the system should do. It would detail

what information is needed, when and why it is
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colleeted, i,y speeify the input and output
desired. The plan should define the boundaries of
the system financial informationonly, elient data,
vendor and employer information, ete. When com-
plot,od the system's plan should apeeify the agon
ey's long range needs and goulq%nformutlon
processing. Procedures do not have-to be too
" detailed at this. point although there should be
enough information so that anyone examining the
plan can understand thv technological applicu-
tions. B

The ﬁ)lnn serves several purposes, 1t eom.
municates the needs of the agency, provides for
the integration of propased and current applica-
tions within the system, and helps avoid duplica-
tion. A new system can be developed while ensur-
ing compatibility with the current one.

Agencies can develop their systems and the
technology that goes into them in several ways,
Three of the more commonly used approaches are
the total’ management information system, in-
cremental and modular

Total Management lnformatlon Systems Ap-
proach - This approach is based on the assump-
tion that all activities in an organization are inter-
related and thus the information should be totally
integrated. Data from all over the agency are col- -
lected, providing a mass of information that can
be used for different purposes and for different

kinds of processing, e.g., client listings, payrolls,

summary reports and management decision sup-
port. The problem with this approach is that it is
difficult to consider every possible issue of impor-
tance to the agency before designing the system,
so the final product may not be able to address all
of the needs. This approach could also lead to

. masses of data accumulated at high storage costs,

information banks becoming needlessly cumber-

-~ some and many reports being produced that are

never used. =~

Incremental Approach - Most often, vocatipnal
rehabilitation agencies, like the majority of public .
agencies, approach system " development in:
crementally. Basically, the philosophy here is to
begin ‘with what is currently in place in' the
organization and then add another application to
the system. For example, an agency may have its
financial operations on the computer. The deci-
sion is then made to add a client tracking system,

.-_»',78'



“followed later by a system of cliont data files.
With the Incremental appronch, each systom is
designed and operated. sephrataly resulting in
redundant forms, increasod paporwork and eon.
fusing output,

Managers with a pragmatic bent may argue
that the incremental approach is the most
realistic way to approach planning, that the plan-
ners are dealing with the here and now and not
wasting time brainstorming approaches that wre
unlikely to materialize in the forseeable future.
The difficulty with this approach is it ropresents

\_,1\ piecemeal way of meeting agency nceds one pro-

blem is solved while others are ignored or even
made worse. .

Modular Approach - The modular app‘mach
combines the best features of the management in-
formation system approach with the incremental.

torms of money and stall resources, the advan-
tages and disadvantages of each ulturmttl\g the
cost-benefit of each plan including the systom's
operating and inftial costy, the ageney's prioritios
and the impact of each alternative on® the
organization and lts subunits,

Inlooking at the dlf{orent options, the planners
should review what his heen dono elseyhere. If
another VR ageney has doveloped #*similar
system, it ean be used as a model or to'assist in
design. If the search reveals no similar service
delivery system and there iy no internal ex-

perience available, the planners are advised tore-
ly on a systems consultant rather than ecomputer
sales persons. .

* Table 2 _
Management Decisians on Technology

Decision area

- Examples ol Alternatives

Thlq appronch ndvocates an mcrcmcntal one- Hardware rtlt':‘lhm of lt'lrhnnln,;y “Bateh or on line nystem

: Lyl ppnent aelection fu tieneral purpose of mini
step-at-a-time strategy with each step guided by a o entire system . T e
master plan. A master plan ensures that new ap- -\;vlmmn of specific Terminats

quevices
plications are compatxble with and mtegrated in- ,
to the agency 's'data’ base. Each new component Software . ('hoir‘l“of Ilmu}a.(u Planning language
dd f d Th Acnuisition of packages Statistical analysia

can address a number of -agency needs. lhe whckage
modular approach focuses the agency’s attention

Files Capabilitics ol application {hrect secess or

on what can be done with present staff and
resources. New applications can be pursued one
by one with the most important needs being ad-
dressed first.

Respinse time of
application

Selection of data base
management system

sequential file
organization

QOn line ot batch
processing

Various data manage
ment packages available

With a broad plan in p]ace that outlines where Sources of serviees Hardware Service bureau, internal
’ L [acility
thagency wants to go, planners begin to explore Software " Consultant,internal stafl,

in detail alternative courses of action which
might be undertaken. The examination should in-
clude the various hardware configurations and
software packages available, and a detailed look
at the operating system (batch, real time or time
sharing), what the system provides (input and

packages

From: H.C. Lacas, Jr. Information Systems Concepts for Management. NY:

McGaw Hill, 1978, p. 90.

In conducting a feasibility study, all options

available to help meet the stated goals should be

*  output,

secondary. storage), centralized or

distributed processing, kinds of processing
available, and additional functions needed
(backup system, security). One alternative which
should not be overlooked is retaining the present
system. Table 2 lists decisions which need to be
vmade regarding hardware and software.

° The various alternatwes are evaluated on the
. basis of criteria established {,)le planners Such
criteria - would include agency constramts in
. i S
&

~reviewed, their advantages determined, and the

cost of the options determined. In addition to
money costs, there are other costs in time, effort
and morale. ’

~ At the end of this planning phase, a tentative
decision should be reached on the hardware con-

" figuration and the software packages needed to
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accomphqh the specific objectives and their costs.
With this in hand, the systems design can be
developed in detail. v

rad ,
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Aruitoxt provided by Eic:

Systemn Denign

The initinl plan set forth systoms goals for the

. #gency Lo improve servico delivery operations.

The feasibility study rovealed what tools are
needed to reach those goals. Now: the plannors
must design the specific system in detail,

.

AL this point, objectives are needod for achioy.
ing each of the goals that have been doveloped.
These objectives must e realistie statements of
what will be done. The action steps sot forth who
should do what and when, thus spoecifying the
strategies, prioritios, sequence, and timing need-
¢d to exeeute the plan, For example. the planners

- necd to address the following questions; What

itehns of information. about the cliént, vendor or
“employer, collected by whom and when, should be
entered on which-forms? Who will enter data on
the machine? Who is responsible for uperating
the machine? How will they be trained and their
activities supervised? What information, process.

- vd how, should be routinely reported to whom in

what format and when? Such questions will help

the planners specify the actions and tasks -

necessary to meet the objectives. It is the goals,
objectives,-actions, and tasks that then make up
the systems plan, :

The planners also must‘bécoqccrned with deci-

sions relating to acquisition of ‘computer hard-
ware and software. Based on the previously
developed plan, the agency should prepare a writ-
ten request for proposals, This request is sent to
*various vendors, who in turn propose equipment,
Information contained in this request should in-
clude a description of the desireg input and out-

" put, potential maximum volume of the system, ac-

ceptable turnarcund time; types of processing

needed {calculations, counts), amount and ac-

cessibility of storage. In summary the request for

proposals should provide a detailed .picture of
* what the system is to do. :

The agency has three alternatives in acquiring
a system: '

1. Buy a system and use it as is
‘2. Buy a system and modify it

3. Assemble hardware land software and

T on

.

N

develop programs from serately,

The probability of obtuining an “instant™
system in small, Most systems require modifica.
ton to meot the ageney's needs, This can ho wrjl-
tenin as part of the contract with the vendor oy
can be done in-house if the expertise is availablye.
Should the agency choose the third alternative.
develop the system itself - the work may by con-
tracted out to a systems developer or may be per
formed by in house software development person
nel. The agency may end up with a tailor made
system but it also will have invested considerable
time and money to achieve it. \

The systems design phase is erucial to the sue
cessful implementation of computer technology
within the ageney serviee delivery system. This
phase will probably consume months, il not years,
of the ageney's attention, Everyone whose job i
affected by the new procedures should review the

. design, understand it and have a chance to sy

Rest modifications, (See Appendix F for two ease
sludigs of implementation in VR agencies,) - .

Testing

It is fair to say that few computer
systems work right the first time; few
programs run right the first time; few
office procedures run smoothly when
first implemented, and new forms are
never free of ambiguity. The system
needs to be tested, modified, retested,
remodified — "in the jargon of the
trade, “debugged”. (Taylor and
Gibbons, 1980) ' '

Before the new system is put into operation, all

. parts of the system should be tested with sample

data, separately and together, to see that they

perform as expected. Test runs should be con. .
ducted until it is verified that the system works
satisfactorily,

It is during this phase that manuals are
prepared
how it works, and what the output provides.
Agency sfaff can use the system only if the pro-
cedures Are clearly spelled out.

Trainipg

scribing what eqch program does, .



Sinee one purpese of the new system ls
change exiating procedures, training of stuff is
eruclal. All individuals have to understand what
the hew asyitem rcg‘ulres. Anxiotioa and fears
ahout the computerfure likely to reappear at this
time. Hut the more\stafl has been invalved in
provious steps of the process, the less severs the
prublcm Is likely to I‘ at thin stage,

Installatign J

Conversion and installation of ﬂlj.synlcm o¢-
cyrs noxt, and should he phased inif at all poasi.
tle. That is, one deépagtment or geographic area
dould be converted ‘l‘éu,t by creating the initial
files for the new system. With the new aystem
beginning operations, many agencies discontinue
the old manual system. This could be a fatal
mistake. It is difficult to be sure that a system iy
performing fully as designed. The best procedure
is to run both manual and automated systems un-

til the new systam. is performing smoothly, The

agency should, of. eourw have backup computer
procedures which can becused to recover from an
disruption or failure in the system. Such pro-
cedures could include periodic printing of
cumulative data, copying of all data into secon..
dary storage (disks or tapes) or a duplicate
system using a different magnetic medium.
Good planning is part art, part science. To the
persons responsible for planning the mcorpora
tion of a new technology into an agency's service
dehvery system, the [ollowmg advice is given:

® Check to sce if someone else has already
done this. Avoid re-inventing the wheel.

® Recognize that full systems develogment
will probably take years.

® Use the modular approach to systems
design.

® Be extremely careful with the initial
specifications. While consultants can be us-
ed, the bulk of the work should be done: in-
ternally.

b Be alert to orgamzatlonal dynamics, Watch®
? especially for changes in the balance of

. power and radical changes in.communication

“channels (See Chapter 7).

The success of the plan developed will u‘;rn on
the content of the plan and its acceptance by staff.

Human Aspects of the Planning Procens

It {s commonly belioved that in order te

~ develop and install s computor systom, o systems

analyst must be in charge; that the analyst alone
has the tools and techniques for designing the
system. While technical expertiae is lmportant in
the development of computer-based systems, it |s
the usera’ reactions which determine the sucegss
of the system, Thus it Is recommendod that the
agency's stafl (users) he responsible for the
design of the system with teehnjcal assistance
from the computer profossionals, The costs of
staff time invested In the planning process is

‘more than recovered in improved asystem design,

ho speed of acceptance and implementation,

Lucas (1978). has outlined and deseribed the
roles of users and computer experts in cach stage
of the planning process.

Table 3

~ Responaibilities l)uring the System

Nlsgew

Inraption

}'unhnlliy study

Sywlemns Analyus

Design

L]

. Speaifications

Programming

Testing
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‘system.

Planning Cycle

Rospensibilities of ‘

Usere

Initiate  aludy, suggent
application, sheteh infor
mstion needs. describe
enisling p'rnrculn‘»
procedures

Help evaluate sxisling
aystem and propoved
;Ilnnl\h{qm selort
slternative lor denign

Help dewrribe exisling
collert  and
analyze data

Dengn output. input,
pro«iun( logic, plan for
conversion and forecast
impact on users, dosign
manual procedures,
remain aware of hile

- structures and design

Review apeciflirations,
help develop sperifics
tions for manual
procedures

[}
Monilor progress

Generate test data and
evaluate results

Iafarmation servics stall

listen Lo nqmr;mauu.
respond to queslivng, de
viee Blterndlives, sisess
using tough eslimaten,
prepasce Ppreliminary
wrvey

Evalyaste alternstives
using sgreed upon

friteris

Condurt analyuin, eollert
dats, and dacument
findings

P'resent ailernatives and
teadeoffs Lo users lor
theit decisions

Combine user needs with
technirai requirements lo
develop specilications.,
develop technical ronver
sion plan

Organize programming,
design modules. code
programs

Test ﬁo(um moduki
individually and in entire
system
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The user initiates the proliminary survey by
suggesting a potential application. The informa-
tion services department responds with & rough
estimate of {ts desirability and with several altor-
native systems, e.4., improvements to present in:
furmation processing activities, a batch system, a
package, or an on-line system, dach meeting some
pereentage of user needs. A preliminary survey
cvaluates each alternative on eriteria developed
by the planning committee. The planning commit.-
tee  authorizes a  feasibility study, possibly
climinating some alternatives suggested in the
prefiminary survey,

The information services department staff con
ducts the féasibility study with help and advice
from users. Users conduct an analysis of the ex-
isting system' and help the information services
department evaluate various altegpatives on
criteria specificd by the planning committee. The
planning committee selects an alternative for im.
plementation, Possibly the committee chooses the

alternative of no new system, in which case the
~application may be held in abeyance until chang.
ing conditions make it {easible. .

If the decision is to proceed with the develop:
ment of a new system, users and the information
-services department staff collahorate to analyze
the existing system. Users aid by explaining ex-
isting processing procedures and providing data.
The.computer staff udes this information to docu-
ment the existing systems and help establish the
boundaries of a new system.

Next the design of & new system begins. Users
design their own output and input and basic pro-
cessing logic. The information services depart.
ment acts as a catalyst, presenting alternatives
for users to consider. A plan for conversion, in-
‘cluding a forecast of the impact of the system on
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~'be combined with testing; the pre
- data serves to help train users. The i

all potential ysers, shifuld be’ developed. A con-
verslon plan ean be siyrted at this point, ang
users design manual provedures,

The information services stafl develops detail
pd aspocifications hased on the logie and re.
quirementls spoeifiod by users; Lhe staff also
prepares a technjeal conversion plan, The users
on the design team review the teehnieal plans and
alvo work un the development of specifications for
manual procedyres.

The user role during programming i one of
monitoring progress, Are modern techniques be
ing used to manage programming? In a project
aschedule maintained and AT® Tesources
reallocated as necosaary to achieve inatallation on .
wehedule? Howaver, the bulk of the responsibility
during this stage rests with the information ser-
wices department. The stafl has to design pro.
gramming modules, code them, and test them in-

cdividually and in combination.

During testing, users should defind data for
test programs. An attempt should be.made to
generate some data with errors to be suréd the
system will catch them. vers should carefully
examine test results and evaluate the adequacy of

processing. Some kind of acceptance test should

also be conducted by the information services .
department and the reswlts evaluated by users. A
parallel test of old and new procedures or pilot
studies may be used for this purpose.
: : v

Training is essential for smooth conversion and
installation. Users develop materials and actually
conduct the training sessjons. Training can often
ation of test

. services staids in the preparation of mhterials
and has the responsibility for training the opera.
tigns staff.

-+ Finally, during bpcratio'ns, users furnish data
for input and work with the output. The user will
probably suggest enhancements and modifica-
tions to the system over time. The information
services department processes the data to pro-
duce output reliably, as scheduled. The informa-
tion services department should also look for im-
provements itself and respond to modifications
suggested by users. ' ‘

>
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xa'llypi‘:hange
the unpa.ct of
';ehvu‘onmel{t
ed ‘at "be\tqre ‘*proéeeding It

‘df selfdeeepthe to Lpretend in-_

.
.

fble and necessary
st’ 0f such a move
plémehtation: Even though it

p t'th'e ldea #that eémputer systems save money.
. \A mo reahstxc hope is that: costs can be contam- '
;;ed at e current level. o ~‘° o
LR RO - L n-"-.
o If ‘costs are not prohxbxtwe there are other con-
“’straints Jnyrent in the computer which must be -
Jundersthod

ple find -easy to do: use associative- reasomng,”
. retrieve relevant past. .experiences, d1stxll the
S ~essence from a mass of ‘data or make intelligent
' guesses ofxsolutlons tﬁ problems

> -

-A great deal of mformatxon can be stored in: a

locate it unless it is told- by a person where to find
\,"it. In addmon computers carinot make quaht%twe -

; .evaluatxons of information nor, coniprehend rela-
" ;txonshxps betweén multxple pxeces of data o

The faxlure to understand the lxmxtat ns'of the

/-plementatxon

~ will -be. affe jd by it. Conversely, each person
s

s" - wxde y be] “vgd there s httle evidence to sup-

' prior, to¥ successfuI nnplementatxon
‘Computers are unable to do some’ thmgs that peo- N

- their lot with the compu er. Intellectually, they D

‘computer’s . memory, ‘but -the computer can'ti , .

-+ ‘technology'can serjously hamper successful im-

Mlmmlzmg Staff Resrstance

Every person who works thh the. computer
system even indirectly, is part of the. system and

will affect thésystem. The way the system affects

~. mdxvxduals has an\mportant bearing on its suc- .
, cess or faxlure AN e
. Many authors contend that madequate utxrfza- )
tion of technology is pr;marliy a function of users S

~resistance or mabxhty to understand'the. new in- -

- novation (Danzinger, 1977), The truth is there are .
many things inherent in the computer and its 1!11}--' SR

" plementation into the agency whxch make staffa'i:s L
ceptance dlffxcult ' o S '

Informatxon ina tanglble physxcal form is what Cooel
- imost persons are comfortable with. When 1nfor &
mation goes directly into a compu_ter and is view
ed later on a TV screen,: -‘physical form
assocxated with the data; It is, ‘therefore, not sur: .
-'prising that most peoplé:feel i insecure in castmgi,

.can accept that the data are there but 1t requn'es o
a consxderable act of faith. S L

Further commumcatxon thh the computer Lo
‘must - be on /its” terms. Information. must ‘be = .

" classjfied, catggorxzed ‘and. —quantlfler"-,before AR
can be processed. The forma.t, of the computer, S
* printout may leave muc'h to:be de§1red One fre -
“quently has to scrutxmze and work‘edxlrgently to" -
extract. the desg;ed 1mportant mformatxon '

long W1th the constramts 1mposed by the

o .
PR - - " . BN

Ce




e ‘cess. -This;

I -

' technology, there are staff attltudes and fears
) whlch cannot b ignored. Some of the more com-
~ mon negative feelmgs are:
A ',,'u L
A O The computer will replace workers
{

', 2. ,Clie'nts will be de'humanlz'ed ‘ "."‘:‘... B

decreased or ellmmztted
-4, The money sho'uld' be spent o‘n clients.
S = :
5;"—_"Less tlme w1ll be spent on cllents

il

6. "More work““to do thh less rfssults

(R

.r.;- ). ‘ﬁ:.

7 Errprs made by
corxected .

C "

et . {{ g
Staff reslstance caff €-crea

"..'.‘VQ
_ae’ﬂ “ e
MQer i

e

54 technology that they- can. become oblivious.to the

" volved in th%transltlon L h
S T ;;'_;.'_:'- .

Reslstan e also can be generated because the .-

know how of’ the field- staff is overlooked. The:

fleld staff are experlenced spec1allsts and can .
spot pract1cal difficulties in the system before it -
" is too' late. Ideally, planners will seek field 1nput h
before ‘they progress. tooq}sr inthe plann1ng pro-_

ff to ddnscien- -
hrough every’
- .aspect. of the1r work, thereby.improving the- pro-

wlll allow the. field:
tiously " and method1cally sift’™

tions: for incorporatlon into the system. The

W rker discretion and autonomy w1ll be

com%irterwwﬂl never be._

A
N

o "*blind’".’-

. -spots and attltudes which the planiners: Have in
their preoccupatlon'wlth the techmeal aspects of -
~ the.system. They become $o engroSsed with the -

things:that’ bothef’ ‘people, the buman factors in- - -

-t

volved (Senn 1978) %

o ‘;l i ;,l;!‘, " L
ad -

. .
“An 1mportnnt cltment in lmplemontmg the new
technology is statf acc;qptancc of change. That ac-;,

~ ceptance can be, enh Need if pcoplc know why ; s
- change is needed/of'
~ econpmic, or genred toward improvement of a

an‘ed The rcasonsmay be o

work situatxon but,the reason is an important fac 85y
tor in acceptaneeilnd utllwatlon by the p(,ople m- T
e

( 13

What emplUS'ees generally reslst is - not’

technical change: but! #ocial chy %',‘f i.e., the'

. 'f"understandlng of whl@h“s% i
" _job functians will be sus amed or changed. If a

change in rela Plpnshlps or in the w&y they do'# -
their jobs; Managers must be cozféerned with thgs ©
prevailing values, at,,tltudes ﬁsﬁi“ Widitions of the: -~
organization and .its§ §t: o _"must be &n -+ %
arrangement:s and - .

“well. establ'lshed work’ group: is dlsrupteq anew. - .
_one should 'b& facilitated” Employees whos%!' RN

..-careers,,are dlsrupte‘dl shodld be counseled If a’

L

Job is-altered, a new ]Ob def|n1t|on is. requ1red ey
Management should use as a resource, persons ‘
who work- closely with. field staff and understand
the xkisting Felationships, Field ®taff will pro-"' o
bably . respond -positively to the"Se 1nd1V1duals

‘whereas any action by other central management b
"~ may be perl:elved as’ change 1mposed from out--.
“_Js;de P e T T Ca

- ot E

There needs to be glve and take between all. e

Vstaff ‘Each individual® ha%. valuable -skills and

"kn’owledge ‘Securing employee partlclpatlon inl

'1mplement1ng changes is. axxomatxc in® manage-f_
- ment,. but : part1c1patxon ‘cannot :be created ar-

‘as- a deVlCe

txf1cally Employee participation, cannot be- used

1o’ sanct'lon management declslons

'Rea(partlclpatlon is based on respect
_ posed changes, with explicit and detailed sugges-

resnstances on both sides would then be kept toa .

m1mmumM—_’__/——'———« e

Top and m1ddle level managers should realize

that preparing ‘- the ~organization for the

technologlcal change is perhaps | the most impor- .

o tant factor in. successful |mplementatlon They

. must facilitate communication and’ understandlng
4w1th1n the ‘erganlzatlon All part1es need - to

understand and. respect the fact that the system "

~ developers and. the gusers have. different goals,
- outlooks, languages, time perspectlves and styles
of operatxon Staff will ngrmally resist change,
subvert innovations ahd persxst w1tl0 current
operatmg procedures -

. .
SN A

PP VO

Qﬂ cessful

Employees need a woﬂml’g knowledge of the -
technology to.be 1mplemented Often such infor-

‘mation is -transmitted in compllcated and

technical terms which Ieaves most eniployees con-

- fused and frustrated The faxlure to provide ade-

: costs are a ‘worthwhile 1nve@tme

‘the m1suse of technology

quate explanations can mean a ]Ob prev1ously per- .
formed with satisfaction and understanding will -
‘now be performed without concern and with less - :
productxvxty It is often 1gnorance that leads to -

however,"
when welghed aghinst the costs of an unsuec-,
plementatlon experlence Tralnlng
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materials sho'iﬁ:l be packaged for staff at all

" levels in the agency. If a consultant is used, this
~ responsibility shoald 'be built into.the contract.
The materials should be user-centered, which can

~ be assured by including a training specialist in
the development of the materials, Another ex-
cellent'strategy is to select those employecs who

" are ready to accept the innovation to play a

leadership role in introducing the innovation to

fellow employees.
- Consultants -

One decision that needs to be made during plan..
ning or implementation is whether or not to call ,
* ina consultant for assistance. A consultant should

be considered only after the problem to be solved

has been clarified or defined, an@{t‘hqigtrategies

for'solution have been generated. In general, con.-

" sultants should. not be used unless they.are clear-
ly the best solution under present -conditions,
W " ly in the future by building the agency’s in-house
- technical capacity. That is not-to say that outside
.- consultants shoyld not be used. THe agency may
consider a. céns’;}%n? when:’ S o
9 . . !

, ® a task is to be performed once and. outside
igrivate groups are equipped to ‘accomplish
o he task; .
® fresh input is needed; or
® the skills needed require a higher salary
“than the agency can pay, ot
A T

» If a corsultant ig"brought in, there are several

. things that may have to be dealt with:
5,“"'(‘ e l ey . o
" @ they can upset routines;
® they can provide poor advice; '~
® they ¢in overextend. budgets; ,
@they ¢an create a dependence on.
o@ _ themselves;. _ . :
@ they do not know the organization or the en-:
vironment. '

-

i

’

/. o . . L. h
There are also social dimensions to consider as

the pqrsonalit,_x;__bf the consultant and the tasks .
performed by the consultant could exacerbate ex- .

;_-\_istihgﬁ problems in an agency. But it is also impor-
- tant to. recognize that the consultant provides

~knowledge where and when it's needed, bringsin- -

‘\_‘ . - %

‘v .A A . “’\ o ’ ] ) , 78“5 . | S B » i .v /-‘T.v v ...¥'

- contract, the less likely' there is to be any

o

. Limited resources can be utilized more effective- -

novation to the agency and has expertise in solv-
ing problems within organizations and programs.

Y

_ " The contract negotiated with the consultant is

a key factor in-assuring the success of the project.
The phrasing of the contract is espécially impor-
tant for it establishes the base for utilization,
monitoring and evaluation. The more specific the

*

misunderstanding. Items that should be address- "
ed in the contract include: "~ - ‘

® schedule for fees and. payments;
® schedule for completion of elements;.
amount of organization staff time to be com- -
~mitted; ] ; »
- @ type and nature of reports to be submitted;
'@ professional liability insurance;
® nonassignability of contract; »
® official overseeing and approving changes,
subcontracts; o -
® control and use of-reporté‘;_' . - T
® kinds of individuals cgnsultént will assign;
® performance bonds for major dedign work;
- @ conditions for cancellation. ‘

I a corrsultant is used, t_ﬁe manége;‘ has to in-" .
vest adequate time and resources to assist; the ' - .

~ consultant. Each organization’s sitiltion has a

unique set of conditions, and even if the 'task
definition has been clarified properly, the consul-
tantsf

direction, But excessive leadership-and/or task " .
.demands may undermine effective implementa- "~
_tion. The manager must be careful lest the consul-" - "
#ant assumes management responsibility. - . © v

Effegtive utilization of the consultant depe'ﬁ'ds

on the ability o%imnagement,to develop .an ac- .

. curate perceptionof the task to be accomplished,
" to chooge a consultant who is equipped to do the
~task and to'create the machinery and organiza-

tional environmept; which will promote the suc-
cesg of ‘the plans Eghally, managément’;’_ must be -
ready to acept regponsibility for a poor ‘pradugt
should that )e the result. ot
SR R
o;Privacy And Security
o When‘;;lanning and implementing an, iniormé;:? -

-

A going to be able to foresee all of the o
_“contingéncies. They will need information and - .
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~tion system which involves client data, precau- - 0 pre‘vont \.\nauthorlzod accoss to ollont lnfor !
I . tions must be taken to insure privacy and sqguri- ‘mation; - ‘
' "ty of the data: This is true for manual as w@lns K limit access to users ona nood to. know bnsls, . xg&;’\ Y
computer systems, but the potential for abdse is e N
- greater with the computer. Client records on com- o provlde momtorlng ol Bccess. '

puters are better organized, more visihle and -
~more available than manual records. Monitoring. Evaluating And Malntalnlng

'l?,uf .

. . ,-‘y.:lf

Privacy refers to the right of mdlvnduals te. .
determine to what extent informatfon about them .
* can be transmitted to others. Security refers to
*",, the protection of data against disclosure to
‘-'r unauthorized personms or unauthorized modifica-

"y The new. computer system. is operating but
much remains to be done. No system operates
perfectly’ and the-Fesultant high frustration level . .
“of staff must be dealt with. Users will lack insight - i
“into the range of capabilities of the technology .*

R *.e(f termlnafs and cabmets. and client<sensitive
% papers covered * or locke

'
o

; irfrom collectmn :t0-storage, privacy and security

tion orf'destructlon he breach of privacy or
ity ¢an-be ",aqcxder)tal or premedltated T

Smc& chent mermatlon travels a lengthy path

ywol\Ie ‘at‘a minimum employees, procedures,

"..#acords. jequipment "and printouts. Centrol
ameasures must be;¢arefully thought through and

mplemented
tl)ree categoryj
mlmstratlve
% =

Physncal controls mcludp such things as

s tematlcally Controls fall into
w%'g physlcal technologlcal and ad-

;‘F'segregatxon of compu r operations from the sur-

roundlng office envirénment, locked rooms, lock-

p. Control of the
tgchnology canbe enha:nced by user identification

“codes which are ehanged frequently, terminal

_identification numbers and limiting user access to

_in tHe log would be:

ne

77 should be designed to:

specific data bases, -e.g., statistical data, in-

- dividual . caseload, demographlc mformatlon or
" financial data. SR

Administrative controls primarily involve
monitoringreports and verbal feedback to assure -
the- syste§ is operating propﬂy Monitoring
should consist of procedures to track disclosures
of client information, which can be handled by a
disclosure log. The kind of information collected

" h . ‘ . . A . . Q

~ ® date and tjme of dlsclosure. S ¥
® type of transaction; R e
® user access code; . a
® client identifiers. ' :

" The control measures which are m§tltuted

-

' system sngmflcantly le
_is a real danger that the [rustratlons will turn in-

- cess is required. Manageks ne

.+ 80

‘while the techniclans/will probably find th®
than anticipated. There

to permanent dlsgust .

Managers must work closely 'with' statf dnring

this perlod Staff 'skills must be increased. The
bugs in the system need to be worked out. Com-
munication between users and technicians needs -

-
Close monitoring of the implementation p o-7
to be aware of
ajor delays and potential ost overrun. They"
.should insist on sufficient docymentation to iden-
tify problems and evaluate the system o
TNN—

* The managers need to be on the lookout for
new and expanded activities baj ndertaken by
the agency using the new t
computer will be un&'erutlhzed and technical staff
may be lnsplred “fo_initiate néw projects which’
could result in‘an unnecessary burderi +on fleld
staff and the system ‘itself. '

Frequently,bve'rlooked in lmplementl an w'
system are the costs of keeping the system: gom 3
“Finished” is .a word seldom spoken -as e-
qulrements often change before the implementa-
tion is completed. Parts of the systenn, such as
specific. hardware items. or partlcular programs,
need replacement or expanslon to cope with-in-

' creasing .workloads. or- changing apphcatlons
‘Such software maintenance often represents 50

to 80 percent of the ultimate investment in the
system (Covvey and McAllister, %980). However,

. to be direct and continucus.*And system modlflcy SR
tions should be made to accommodate unforege' 1 '
: problems R

CInitiallythe =~

,the fallure to conslder growth and change will



no one,

1 S
For good or ill a computer sys(’:\ will aubstnn-

tially alter the agoncy's way of doing business. -

This is not necosanily bnd if the offocts are an-
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stom that costs everyone but serves , ticipated and adequately plnnnod for, Stripped of

: their ‘mystery and _the erroncous idea that they .
can solve every prol)Jom, computer systems
omerge-as & mixture of hardware, software and
people - another tool for service delivery.
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T - L Gloss%iry

et .
al , S
/\couutic Coupler - A devico that ullowa eloctronlc dovlcos to communicato by making and listening
to sounds over ‘a telephone, - ne : '

)

" Analog Camputer - (.,omputur that performs oporatlom on contlnuous signals, such as voltage fluctua- -
llor)te:‘. waveforms, utc. Ve o ae . o

Applications Progrummer . A person who writes out a set of specific computer instructions to do a
specific _)()b L e e ' _ o -

L.

. Applications Software ¢ Specific programs thut npply the computer’s capability to a user's require- -

ments, May be supplled by the manufacturer. purchnsed from a software house or written by thev

-vk

use : \ . . N Ve .
Assembly Langﬁﬁge - Language whlch uses codq; angd symbols to input dﬂa to produce maell’lne‘ -
lnslructlons ~ e SN _" e

. A
. ‘! fg e

Q BASIC Computer language which permlts not only»dl;cess to but entr 'd manlpulatlon of duta

RE
.

Batch' Processing - A number of slmnlar data lnput 1tems grouped together and processed atrone‘—
0perat|on ] E v. o S . i. - o

) \' X . . DRI . ) 3 pe e .
.Baud - {\ eusure of the'am’tiunt of information transmitted in & given nn%u"nt of'timg. usually bits per.. .
- .80 VIV ‘- . et
. w;-..-z e e 3 S s R
Bit - ’f'h smallest umt of information recognized by the computer, One of the two dyi'gits‘ol'_ a.binary: -
Mu ‘(0 andel), ° L oL . ' . ‘:’ . "N _

B3 QL 0 O - .
Black Box Slang term for central processmg unit. TN )
™ i @ > ‘-' L
Byte»A sequence of adjapepg‘plts (usually 8 or 16) operated on as a unit. to form a slngle cbaracte\ v
) ' syt AN
Ca\thode Ray Tube lCRTl‘lIépractlce. aTV set or any teleVston screen dlsplay A . -
’ I AR SIS« U - - e L

v

Central Processing UnitNCPU/L The part of the computer Whlch controls/all other parts of the
* computer and” where processmg or. epmputatxon is periormed Its components include the

-

arithmetic/logic unit, control unlt and mtex'na‘l memory" o ;‘, : {"155;" .

. a N
.. - b

,4 l.\_,_ ca A P .
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Char&cters The letters numbers or spaces used tv convey -lnformahon . e

COBOL Computer language of symbols and abbrevn&tlons wndely usedﬁ)Mpphcatlons "‘;,,_, B

' }" -
.@"‘

K“'-‘_ Computer - A calculating device whxch utilizes electromc clrcultry, has.la’megnory for stor,m,g
.amounts of data ‘and which can produce or retrieve lt on demand

EX ,
(}omputer Asslsted lnstruct:on (CAI) - A component of compqter bas"ﬁ educatloﬂ xg Whlch the .
computer directly assists in the teachmg and presentation of learning materlals ) ™

Computer Based Education lCB ) 1) The use of computers in an educé,{hlo al envrrbnment 2) Any
. teaching or learmng activity that makes lnstructlonal use of a computer _ .

|ﬂ

.. . M .
£ 3 . ¢




Computer Managed Instruction (CMI) - A componont of computer based education in which the -,
computor mn({ges student instructdun, testing, record keeping, and study proucrlptlons :

i

;-:Computor Operator - The person who controls the machine and can usually estimate when a program | '
will be'run, and if th$ computer is brokon. when It will be ranning again.

lasf i

Computer Program : A sot of instructions to the contral processing unit deseribing exactly and in
orormous detail what is to bo accomplishod. -

V

Daisy Wheel Prlnter A printer whoro the lndiv:duai charactors are hit by an olectronlcully controlled -
hammer- whccl )

Databanl:\h bohl)!ut‘enwd collection of mformatlon (filo) assomhlcd ln one placo o
4 :
Data Entry l’erson The individual who sits at a keyboard wlth wscreon attached and enters data onto .
a tupe disk or the computer itself. S :
[\ .
“Digital Computer Ono that performs calculatlons and manipulates data compoaod of whole numbcrs
or mtogers

Disk A circular m;xgnetlc surface for storage of lnformatlon.

Display - Text, line druwnngs graphs and animations, in any comblnatlon shownona screen,
s u

. Dlstributed Data Procesulng ~Dispersed control and responsibility to departments i;ath&gi'f“’tl‘ihih all
I computcr functlons housed ina central depgrtmg,nt o - .

. . P ,
‘7,, Y] ) R

Dot MatrixJ’rinter A prlnter w\e e each character prnnted isa comblnatlon of very small dots.’
r\

' Dumb Terminal - A terminal which takes |nformat|on in through a keyboard, transformg it into a
‘telephone signal and sends the information_to a computer It does not possess. any p&cessxng

capablllty — sends andreceives only . : R VN Y o
EDP - Electronlc data processnng :‘ _ . Ty (:‘ -4

~

Electronic Mall The dehvery via electronic means of messages that would othorwnse be transmltted
physically through the postal system or verbally by telephone. :
” el
Facsimile Transmlsslon A document is scanned at the sending station and a copy transmxtted by radlo '
wave or telephone line to a receiving station |n a matter of mlnutes

Floppy Dlsk A small, |nexpens1ve magnetic recordlng disk that is thin and flexible. P
A ’
S FORTRAN Computer language for research purposes which allows scientific calculatlons in.a form
near that used 1n\mathemat|cs . . . . 5 , .
P Hard Copy - A printed copy of computer outbut._ *

- Hardware - The equipment which makes up the compute(s@s’tem and associated communication links.

Information - The meaning that a person assigns to data by means of known conventlons used i in lts -
representatlon _ . L
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' Information Syutem - The network ol all comnumh’?&ion methods within an orgnniz'auun.

~Input - Information fed into the computer,

Intelligent Terminal - A terminal containing a microprogossor which allows ealeulations or reordering
of information bofore sending it to the computer,

- Interactive - Systems (v.g., termingls, word processors) that communicate with computors, -

Interface - Electronic components that allow two different devices to communieato,

o
S

oy

bt
et

K - Kilobyte; 1000 bytes.

Keyboard - A simple input device for the computer. o ‘;{% - .

Xos . )

Line Printer - A printer that prints an entire line at one time extremely rapidly. - S S
‘ k y rapidy ‘

Mnchiné.lmngunge - The language that can be directly Interproted by the computer. All other
languages must be trlinslated to machine language by the computer. A ’ . {

- R

x\lagnetic Bubble Memory - Memory contained on tiny magnetic regions that;t,?ii't'x be created, destrOyeé
' and moved about. Retains information Gien if*the external power sourgeo $ removed, .
N . - 5 T T e )

Sy A L

Maln Frame Computers - Come in small, medium and large sizes. The snj !l';iha.i.n frames are faster and
- larger (in terms of memory) than minicomputers. More. impo’rtanl%{}’h_ey can also share their
computing time with a number of terminals so that the computgaaags ¥t ¢ach terminal can interact

with the program as it develops. Medium and large main frames also can do multiple pi'og'rams_at
once and can communicate with other machines in order to maximize the work done by all the CPUs.
. . - . ’

Management Informatiqn Syé_tem “An orgiznized method of providjgé past, present and projected in-" - N
formation, related to internal operations and external intelligence;supporting the lanning, control e
and operational functions.of the organization. , '

. . T . | rii.‘ . '._-‘
' ' s : ' . et
. .. Manager, Data Processing or MIS - Person with overall authority for the unit who is responsible for L8
"%, seéing that the machines operate and the work is completed as scheduled. B N
%. - . ‘V R - . N . . '
R ey i ) N . ‘ g
. "Memory - Internal storage built into the computer, referredf to as immary storage.

Microcomputer - These have larger memories than microprocessors, up to 48,000 characters, and a
N complete built-in set of input/output instructions. The number of characters the CPU handles at any

one time is quite-small and the speed of the'CPU in and out of memory is slow. e
Mi:r'npr,ocgssw.' "The smallest computer with a very small mgmqry and a limited set of built-in
Co l-np-.ﬁtlougpvmﬁjnstruc’tiow. Development of thg microprocessor rgvolutionized the computer industry . j
+7.. -~ making computer systems available at relatively low. costs. : ' :

3 .

Minicomputer - Computer which. uses charact#i ‘:poubs'. has larger. memory (64,000
gharacters) and the ability to handle about si C A B

Modem - A device which change§ the computer’ \ S50 they can be transmitted over -
telephone lines (from digital to analog signals andi8 IR |

low speed :devicesv‘(t'tgafﬁ'inglé. wor‘d N

Multiplexer - Device 'that'mix.qsdata coming from _

~ Processors) and sends it along orfe high speed line," S

T “:;‘;‘\ '}. v c 85 ._:,:, )

&
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"On Line - User Is doullng diroctly with and under the control of the camputer through or .hy cable,
Output - Information t&q‘ns(arred out of the wmputor.

Printer - A devico capable of producing hard copy ln prlnted form [rom a compumr. :

extraet dnta already in the computer,

Real Time - The processing of information at the time the data are created, allowing for the results of
the proqumg to be avmlnblo {ast enough to influonco tho croatlon of dntn.

Software - The speclhc lnstructnons to the computer, Fo., tho comﬁlo&o sequencu of machine instructions

and routines necessary to implement an action. L - R

Storage - A dovice (or port,\on of a device) that receives dala, rotains it and supplies it on command,

o tF System - An organized co‘lectlon of resources or componentw with common goaty——————

sttcms Analystll)eslgner - Designor of the layout and the interconnections of the various pieces of
computer for Mmaximum omclency B.equtroa‘knowlcdgo_.of all. computer operations equipment

_» . and progrags. and the agenéy's opﬂmns’m_ sof computcrs . '

-

- Systems Progr;mmer Porson who writes out the detmlod stepa that tho machlno nucds to take i in°

e . order for the user's program to.operate. . o r\ o L
. ' Pl - o ;‘-., R B
y Syltems So(hvare Manages all the housekeeplng tasks necessary to madke a collecf.lon of hardware,

- languages and applications programs functnon asa computer ; - R

- S P l‘ pE.

. i
. Terminal - A devnce whxch allows the user to interact direetly with the computer. It usually ¢onsists of
a keyboard, a typewriter- like pr|nt|ng mechamsm aM/or anothér dlsplay “device called a screen for
outpu&" - ’ St ‘ -xi»?ir L

LU . o _;‘ ‘.,1‘_‘,‘,‘,1.\‘,:, Ry

'burnt" electromcally.

- Thermal Prmter Prmier thh a specml snlvery paper on w!uxﬁchary ¢fs are
TE A SR
A1Y

User The person who uses the computer s information output

Word Processor - Computer equipment with software and programs wrltten speclflcally to meget the
needs of an office. - L : :
AR } : : .

. "Word Processing Transformatlon of ideas and information into a readable form of communlcatlon
through the management of procedures, equlpment and personnel.

vN"

P S TR , E EE o e
/‘ R R : 86 e : oo
o A . e ) . -

Query Language - A #et of commands (in close to ovcrydny language) nmployml by a uxer only to

= .Telecommunicationa Commumcatlon at a dlstance by cable, radno telegraph telophono or teleVlslon '
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- AependixA
e The Pel_msylvama Bureau of Vocatlonal Rehablhtatlon
Lo Automated Iu‘formatnon System

A 4™

"4 The Pennsylvama Bureau of chatlonal Rehabllltatlon has 1mt1ated an on-lind data system which has .

many features to make information readily accessible +to counselors and thus facilitate'the rehabilita-

_tion process. 'Although-it is. not the only on-lme system,,lt is presentjed here as an eXamgle of the new. _

“data 'systems thit are begmnmg to. appear in rehabilitation. -

)
[}

~The Bureau computer termmals and prmters in all units throughout. the state, plus one at the’

state-run rehabilitation center. Every gounselor and secretary has access t0 a terminal. Report formats .

are established by the state office staff. Samples of the available reports, their use, an explanation of -

.the codes, and the access codes are gvailable to the staff. When a ceftain report is needed, a simple code

is input dand the counselor receives the information pertinent to ‘his or her caseload A counselor may
- choose to receive the report ona. prmtout or by display,* . - : L e N

Inform‘atlon on cllents is mput via the, termmal in the unit and all records are l&ted wheén the mfor- <.
mation is recelved Summary fiscal mformatmn is current to that date, but individual cllent flscal infor-

, matlon does have a two week delay o

Although ad hoc reportmg is not avallable to fleld staff through a terminal, speclal requests may bé"

submitted to the central office where the mformatlon is secured through stat1st1cal packages such as -

Statlstlcal Analysis SJystems L , .

- . . -

The followmg isonly a sample of some of the reports avallable to counselors and superv1sors.
v
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tt#m*:@tk*nt*nn**nnn*n**ﬂ*****n**tnnnn*n*nnn**n**nn**u**u**y*#’*
.= . %
+ CLIENT'S NAME AND NUMBER. R=DT R=OT,DIS RS UNLIO $ VO FO' 5051 TR-DT REVW CS MS/*
« FFERFEEF DONA 2-———-=325 0379 1157 53< 50 .00 1] 00 N1/
% FFFEFFFF ~ JOSE 1—=—=—=6. 1277 0660 381 14 3471.52.71 1 | 039XX 08/9 18 05
% FFFFEFFF. MART. 2—~-———=9 1277 0960 381 79 .00 13:1 | bo8xx.10/9 39 06
& FEFFFFFF  TERE l-=——=—=5 0777 1154 689 79, 2711.50 20 1 | . 054XX 1079 19 04
* FFFEFFFF EUW& 1lo—memm=b ‘0477 D160 660:72  2900.40 90 2 */(9 '~ 032XX 3/0 16,12
s FFFFEFEF JERR ; 1=——=—=8" 1278 "1052 146 40+ 0020 8, - 1 © . 0270 16 02
* FFFFFFEF . ROSE, lo==m——=T7" 1078 0343 ,660 79 #0020 1/ 270 2201
- . . v o ) ! ) Iy 4
Cx - -1 Ge  —2mm =3=e =4 =5 —m=fmm= =7 e 9 1n-.-11— '$12- 13 14 *’
L ] ¥ - *.

******#*#****#**********

\ .
S ‘ . REGULAR ALPHABETIC PRINT=OUT - _
S ! o - AUTOMATIC PRYNT ENTRY CODE.. VR .37 XXX’
! ' o X h - DISPLAY ONLY ENTRY CODEeeees VR 39 XXX

v @

THE VR 37 ANO VR 39 CDDES HILL PRODUCF A CLEAR, CONCISE ALPHABETIC PRINT-UUT OF
BASIC CLIENT‘TN}ORMATION ON ACTIV: CAS?S-
PLEASE ASSOCIATE THE FOLLOHING INFORMATION TO THE NUMBbﬂsgDESIGNATED IN THIS EXAM“LF
FOR COMPLETE COLUHNAR EXPLANATION.‘ <

. ’\, .

, \ 1. CLIENT'S LAST NAME, FIRST NAME AND CLIENT NUMBER ‘
i 2. [REFERRAL OATE ~ MONTH AND YFAR/
3.7 BIRTH DATE — MONTH AND YEAR
" 4

MA,JOR OISABLING CONDITION UNLESS IN SﬂAfUS 00 OR 02, .
THFN 1T HILL HE THE DISABILITY AS REPORTED ) <o

R FERRAL SOURCE . ‘ {f. e - =
X . \ @i. 3“ . . R ‘ . .
TOTA LIQUIDATEO ENCUMBRANCEP ' :

. o
.
) ,
. > . 2

. 7. FIRST THO OIGITS OF THE JOB OBUECTIVE N\ .
g« CURRENT FUND COoE N B Lo
- A ) . . T,
. . Y 9. IF CLIENT HAS BEEN COOED’ SEVERELY DISABLED AN ASTERISK o
: , WOULD BE LOCATED IN THIS PUSITION. BLANK 1F OTHERWISE. -
{o. SSDI AND SSI CONTROL CODES. UNDER THE D' POS1 TON==S$DI . :
" CONTROL CODES. UNDER THE *I° PUSITION--SSI CONTROL CODES. e
. . IF CLIENT IS NOT RECEIVING SSDI/SSI_COLUMN WILL REMATN
S - BLANK. . : '
) » ( [} o )
© . 11. TRANSFER DATE. 1F CASE WAS IN dUPERVISION AND RETURNED .
c1 " THE 4 OLGITS WITH A '#% INDICATES DATE CASE WAS TRANSFERRED -
. BACK FROM SUPERVISION. IF THERE ARE 5.0IGITS WITHOUT A /¢~
- . TYIS INDICATES CABE IS CURRENTLY .IN SUPERVISION.
- ) :
' ANNUAL COMPREHENSIVE REVIEW DATE. THIS DATE INFORMS
cot ‘~u—-—~€OUNSFLING STAFF - WHEN THE FEOERALLY MANDATED ANNUAL \
\ v COMPREHENSIVE CLIENT REVIEW-(AS EXPLAINED IN THE IWRE .
» : svsfhny 1S DUF. , .
g | N ‘ .
- 13. STATUS CASE IS CUR&ENTLY 7 " . .
] 9 ) " . ‘. X .
L4u » MONTHS TN CURRENT STATUS . , : '
w ' 4 a - SEE) . f ) L .
R f : Cte o y ¢ o '
ERIC A - . T .

Aruitoxt provided by Eic:
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LR EIEE RS SRR R IR

# VR 0l lemememep - ~losrerta . o
* % FFFFFFFFF NNRNRR) CUR.. STATUS 18, MONTHS 09 OI$T. 01 “COUN. 1XX
* 44444 MAIN ST . MAJOR 381, SECONDARY 999 . TRANSFER NATH N8/78
* LEHISTONN - 17044 SEVERELY DISABLED - NO SgPV DD 03 COUN 9XX
» ~emememennCASE MOVEMENT—— ' =SS oFUND CODF Smmm—m mm e
* 00 3 06 10 12 14 16 17 18 19 20 22 26 2939 0S CURRENT FO' 1.2 3 4 & 6 7 8 o
* 00 02° 0602 . . 09 . 0112 L -
.# ==——REFERRAL ' OATA=m—= -—---ACCFPTANCE DATA==mmm=  —mmemeeCLOSURE [ATA mmmmmm
.*® REF-DPT 12/77 DOB 06/60° - FUND CND¥ 1 REF BY S$Sa v&§ CL Type
% SEX 1 DIS/REPORTED 38- ss01 0 SST 0 RACE /1  $spPI  © ssI SUM
. % SOURCE 14 . COUNTY 44 DT REF PROC COMPLFEE 02/78 DATE FS COMPLETSD
o~ * DISTRICT,# REFERRAL Ol PREV CLOS NN MO.SINCT ~ OATE (OF CLOSUREA, L
* COUN. AT REFERRAL 1XX MARITAL STATUS .5 DEPEND . 0 FROM STATUS REASNN-
# ~«—CONTROL. COOES===— NO. IN FAM 3 HIGH GRADE 11 WORK STATUS EARNIN.S..
* SSDI SSL™ . PA=TYPE 0 AMT 000 TIME 0 OUCCUPATIUNAL CODF ;
T & * ~====CUST DATA==-———= PRIMARY SOURCE SUPFORT 01 - P.A. TYPE - AMOUNT . -
& ALL COSTS 3234 TYPE OF INSTITUTION | OO0 **x%xxSERVICES PHAVINES max
. * FACILITY ' ‘ 0, SUM OF FEDERAL PROGRAM 000 '10- 13-~ 1= | 18-
* TRUST FUND O“DISTRICT AT ACCEPTANCE 01 11=  l4= 17- .20
#-SS1 - 0 COUN, AT ACCEPTANCE 1xxe 12- S 2 17 71-
* UNIT T 0 e e ‘ —————— e
+ * UNLIQ. ~ . 1048482 CURRENT YUC. 0BJ. 1 ,7123 PHONE NUMBE® 0000000
* FIS YR EXP 3158.28 FIRST VOCe. OBJe “. 7123 IWRP REVIFW NATL  N3¢79
t*?*t************t#t*#**f**?****t**t***********t**********v*#***#t**#*** LS R % % 8
N ’ o ; ”u-f - CLIENT MASTER FILE
S v - ENTRYSCOIE VR o1 XXX XXXX X
\ . ‘] * .!;\" /a

FROM THE INFORMATION SUBMITTFD ON THt CLI‘NT S RbFERRAL, ACCFPTAN»F AND
PURTIONS OF THE BVR-=300. :
THE AODITIONIL DATA Fﬂﬁ‘m UN THIS FEPORT HAS B"‘:l\' INCLUDTD TN MAKS THIQ AN
. - EASILY READ, CONCISE REPORT‘UN A PARTICULAR CLIENT. SO .8S Tt £LIMINATE UMINECFSSA
~RESFARCH AND LEAFING THROUG CASE FILES'TO OBTAIN CLIENT NATA. - .

LISTED BELOW YOU WILL Fxnp A'FEW TDEAS OF thy CAN BE LRERNED Feom X

THIS ONE REPORT IF READ EEFECTIVELY ASIDE £R0M THE STANDARD  REFLRRALY

N ACChVTANCE\QQEVCLOSURF INFORMATION. * - ”
. B

- </fi, REFERRING “TO COUNSELOR NUMRER LISTED AT, TIME -
. ,'DF REFERRAL AND AGCEPTANCE IN RELAT ION TN EURRENT J
" COURSELOR, ¥ilU CAN: DETER INE I GASE HAS- Ween \
¢ KESTUENTIALLY TRANSFERRE . . _ .
2. By REFERRING TO.®CASE. MOVEMTNT' YOU XNUWL HOW ® . | P
S \4’ MANY MUNTHS CASE WAS  PRRHAPS N PHYSICAL C
. RESTORATION OR A TRAINING STATUS. » :
e oy REFERRING TO THE 2 vOCATINNAL "8JSETIVES . r’

- . LISTFU YNU,"CAN DETERMINE IF CLISNT HAS HAD
.o T A CHANGE FRNM THE NRIGINZL VACATIONAL ORJeCTIve
. ESTABLISHRD. . Ty

‘ we THELCOST DATA IS DISPLAYED GIVING: 'BLL COSTS?
TOTAL AND AN ADDI TIUNAL BR:aKOOWN BRY FACILITY,

IR B . TRUST FUMD, SSI.AND UNIT COSTS ALONG WITH . ‘
. : UNLIQUIOATED FNGUMBRANCES A&ND FISrAL Yeaa .
- . EXPENDITURESS s . s

. THE CMF IS DISPLAYRD ON TH'?»CDMPUT'-Q FOR ST‘:N GRM’H:RS AFTER AN INVALTD 576,
REFERRAL, ACCEPTANCE IR CLOSURE 1S ENTERSLD, THIS HELPS TO ELIMINATEH
-t UNNECESSARY ENTRIES OF INVALID TRANSACTIUNS 85 'STENDGRAPHERS Can 2Vt

THE INFORMMTION ON THE CMF TO D‘T“RMIN"'HHY TRANbACTI(lN WAS INVALTR .§ ‘
!

‘ l..- N . n‘l B - » . .
- ) . \ ) !
.

- - .
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* VR 35 1XX T ' 07725779 5 *
. . "CUUNSELIR ? N REVIEHW OT LIST-0RIG COU *
- * |. CLIENT'S NAME AND NUMBE®, CS MS SOSI SO-SCN UNLIO $ a=v1rw DATA =
e ‘,~ . ' , . S ‘ N*
= = ﬁbgbsaa | CATHERIN lemmmm==-=5 14 12 . . .00, OTATS  kr x
* ., cececcecc ROBERT  l=w=m-=--~6 29 11, ‘09 BXX 00 o@/7° S
= . FFEFFFE JOSEPH  ]-———--=-=6 1803 ¢ * 03 9xX 1943.00. 08/79 . x
%2 MMMMMMM " VINCEF | Qm========9 720 01 AN < Tak.n0; 07770 xx %
x pPPPPPP  BETTY  l==—===-=-8 18 11 11 - J .00 88779 ., ¥
@ PprePRR CARL Orem=m————9 39 34 05 0xx W .00 09/79 k.j’ ;. *
& Tx S§SSSSSS ANTHONY  le=e==m====b 17 07 _ ° L LON 07779 N %
. D S§S$SSS- - THOMAS  2==r=———==4 16 00 . oo 531,50 ,05/79° 7 x
. w D SS§4S§§  ~ FREDERI( 2-——%g=—6 39 10 _ - 03 2xx - .00 RGEY & ST R
» . s LY = \ ‘ ) o
' t*****t***t*******'*u*\#*#*:***ttt*ﬁ***#*:*#***i»*#*t**m&,g**ntﬂt,****l***M'u*#**a**: )
. Ty o \ '.. \‘ ‘ ;T .
: ‘ - ANNUAL CASELOAD REVIEW ° R :
oo o : NTRY - COD= VR 35 XXX .,/ S ’
[HE CODE 35-ANNUAL CASELOAD REVIFW 1S AVAILARL' T ASSISY QEHABILITATIUN STAEF IN
ACCOMPLISHING THE FEDERALLY, MANDATED ANNUAL COMPQFHFNSIV' REVIEHW w% EXPLAINED IN

THE IWRP SYSTEM.: T ;)
. < : ’ Jk
CODE 35 WILL PRUDUCE A L STING OF ONLY HHOSE CASES THAT RS TO 87/ REVIZWEN WITHIN
A 3 MONTH PERIOD OR ARFE ST OUE FOR A CQMPQ':HF'NSIV!‘ RFVIFH. . c,.s{ts THAT BRE DUE
WITHIN THE CURRENT MUNTH WILL Bt INDICATED SY ASTEKISKS (%), ONF % WILL ar :
LOCATED ;X THE. LEFT NF CLIENTSGLAST NAME, 2 #* WILL BF LOCATTD. UNDER THS ¥DATA®

 COLUMN. AF CASF IS PAST DUF —=D'S~= WILL oE LOCATEC IN THF SA?E POSITIONS AS
"THE ASTE 1SKS (NNTE EXAMPLE ABOVE). - . 3 .ot
- THIS . REPDRT CAN_ALSO BE OBTAINED FOR A supenvxsoav couussLow sv ADOING AN 'S?
YO THE ENTRY: CODE (YR 35 XXXS). p , /
: ‘ T O
.. - PR . . . o ( . 3 .
.~ ' QJEMINDER... PLZASE KREFIR TQ THE GLOSS ARY 1F IN QnﬂkTIONvUN anUMNAp ~
: < . ° HEADERS. . IR o T
. , . - Y
’ “' . . - - » . o . / A}
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- % VR 36 cIxX . - ‘ . .
* 06/19/79 ~ -~ o
B UNLIQUIDATED ENCUMBRANCES FOR CnUNSELﬂR NO, 1XX. »
* CLIENT . SUPPLIER SUPV  AUTH  EFF :
* % NUMBER - LAST NAME - SSEI NUMB  NAME DN~COUN N7, ~ DATE BALANCE
$ Qemdeemdy, $858SSS T 20000000003 SKILLS INC ' 48=-97 050779 400.00
#$%] p—mmm==6 FFFFFFF - J° 20000000029 COLLEGE - 01?6xx 23=-=54 100178 987.55
x0 -<9 MMMMMMM - V 20000000006 ‘INST OF ART . D1 7XX 23==31 100178 650.589
* 1-—-—-——5 WWWWWWW O 20000000006 INST OF ART D1 7XX 24==91 100178 1419.00
$ | ——e—tug MMMMMMM D ,20000000004 FISSSSS MMM S54-=73 050779 35.00
R | 's§5585S R 20000000004, FISSSSS MMM 48=-=47 032879 35.00
®! lmmemneeg FFEFFRF - J 20000000007 SCHOOL - 01 9%XX 23=-=55 1060178 1709.00
# 2=mm=—==6 KKKKKKK: A  200D0000009.BREESMEN WM T 48==08 042779 - 55.00
* T P=REGALS
"**ttt*tt‘ti‘t##*t**ttttt***tt*t#**ttt#*ttt*t**tt*t**t**tti#*#t*ttfﬂ#t*}*t##**tt
~ 0’
. UNLIQUIDATED EncunanAnqes B8Y COUNSELOR: g oo ,
X . , ENﬂgv CODE VR 36 GXXX . o,
+ ' VYR 36 C=UNLIQUIDATED ENCUMBRANCFS BY COUNSELOR WAS IMPLEMENTFD“ RN
) INTO THE COMPUELER SYSTEM TO ASSIST STAFF BN .PURGING. N
'OUTSTANDING ENEGUMBRANCES WITHIN T@WEIR CASFLQAD. “THIS'COOE
" IS CURRENTUY UNIQUE AS IT WILJ 'INDICATE THE WENDOR NAME
NG E OF THE VENDOR NUMBER (SSET _NUMB) MAKING IT MUCH
.‘f"EA IER TO DIRECTLY LOCATE BNTH TO WHOM ENCUMBRANCES HAVE BEEN : >
' ISSUED AND THE CyRRENT BALANGF REMAINING ON A.SPECIFIC
vy +- . AUMORIZATION.

THE COLUM4AR HEAUINGS USED {N THIS, COOE ARE SELF-FXPLANATORY.,
, 1E YOU REFER TO THE ABOVE EXAMPLE WE WILL GET INTO AN FXPLAN-
. ‘ATION CONCERNING- THE OATA, IN’ COOt 36 C-UNLIQUIOATFO ENCUMR°ANCFS
"~ 134 COUNSELQR.

’

FROM LE#T TO RIGHT . CL;ENT{S-NUMBER AND NAME
P , A -, VENDOR NUMBER AND NAME . o
~ o ~/ 1F IN3SUPERVISION, SUPERVISING . .
o ; ‘ o *'DISTRICT AND CNUNSELOR- ﬁ}
‘ . RS PR “ AUTHORIZATION NUMBER : e
T : 'EFFECTIVE DATE OF AUTHORIZATION -
f co - . BALANCE » | .
oy THREE POINTS Tp REﬂFMBCR wH=N uxIszrNs ‘THIS CODEwss
7) : © " /1) AS THE FISCAL-INFORMATION' IS GROUPED BY VENDOR) '
. g " SCAN PRINT-OUT FOR ADOITIONAL ENCUMBRANCES N A S
/ © .. " CLTENT IF NECESSARY. CLIENTS ‘MAY. HAVE NUMFROUS . A S
1! AUTHORTZATIONS ISSUED TO VARIOUS VENNDRS. o e
/)7, SUCH IS ;THE CASE .IN THIS FXAMPLE REGARDING . C
S /7 CLUIENT NUMBER l===—~==~==D; FFFEFyp WHICH IS S '
© .. ;0 INDICATED BY DOUBLF. AST‘RI§KQ\FN fHE LEET HaND
" : ; " COLUMN, - ¢
b 2y KEEPCIN MINUD THE LAPSE UF TIME INVOLVED . A
L IN PROCESSINGFISCA DOCUMENTS. FIscaL = *° v
NLINFORMATIDN‘IS UPDATEQ BASED UPON THE . B » T
"FREQUENCY OF VOUCHERS RFCEIVED IN EOP, FRUM

"4 " THE, FISCAL SECTION:OF THE ‘BUREAU. \
3)3 THE FINAL PAGE OF “THE PRINT=OUT WILL GIVE THE ' .
) X TUTAL NUMBER UF AUTHORIZATIONS AND TOTAL BALANCH .
. I OF, 'UNL IQUIDATED -MONIFS FOR THE COUNSELOR.
Lo TﬂIS INT-OUT CAN' ALSO BE OBTAINED FOR A SUPERVISORY COUNSELOR
/7 .-, BY; USING THE ENTRY CODE OF VR 36 > CXXXS.
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s PR DISTRICT D1 COUNSELOR 1XX W - FFFFEEF : CASELOAD AS OF n2/15/78 *
« CLIENT'S NAME AND NUMBER T=DT SDSI CS.MS UNLIQ $ F1SC YRS FAC $ TF's SSI s *
® FFFFFFE  JOSE le—m——==6 D39XX . . 18 05 $3471.52 $1955.58 $O 30 SO ¥
# FFFFFFF  MART 2=—=———=9 39 06 $.00 $1035,00  s0° 80 sn =
* FFFFFFFE  TERE 1———=—=5 1806 $2711.50 $1474,70 sD s $0%
* FFFFFFF EQNA 1&———==6 01/79 16 12 $2900.40 $21D0.00  $O. .sn ™0 -
s FFFFFFF  JERR 1——"8 16°02 $.00 $48.00 $D s0 , $O *
L 4 . . ’ : C T o ' x
- S ] s ' mdom dom =l =B mmmmfpmme === Tmee —=fes =9= ~10 11=#
* . . . o . N . *
‘,,t#####‘##“#######‘##/####?#########?####gtn#t#####tt*####v##i#i##t##t##ﬂ####tttt#

»

REGULAR FISCAL PRINT=0OUT . ‘ .

| ' i . : AUTOMATIC: PRINT ENTRY CODE VR 37 XXXF

\ ' : ) “ . QISPLAY ANLY ENTRY CDDE . VR 39 XXXF

‘ . . . ) N o . .

THE ENTRY .CODES DF VR 37 XXX AND VR 39 XXX HHEN,FOLLQHED,BY AN *Fv wWILL PRODUCT.

AN -ALPHABETIC LISTING DF ‘ACTIVE CLIENTS® EXPENDITURE FIGURES.: THESE EXPFNDITURES

DN EACH CLIENT HAVE BEEN BROKEN DDWN“TO SHOW TOTAL UNLIQUIDATED MONI ES,y.. CURRENT

FISCAL-YEAR MONIES, AND BROKEN DDOWN FURTHER BY FACILITY) TRUST FUND AND SS1

CpSTS INCURRED DN ACTIVE CLIENTS THRDUGHOUT THEIR ENTIRE REHABILITATION PROCESS.

1F A COUNSELOR 1S CONGERNED WITH DNLY THOSE CLIENTS WITH UNLIQUIDATED ENCUMBRANCES

'REHAINING'f’ADD-A tyr TO THE ENTRY CODE AS FOLLOWS eos o N, .
AUTDMATIC PRRINT ENTR'Y CODE VR 37 XXXFY === REGULAR EISCAL PRINT-NUT

. DISPLAY ONLY ENTRY COOE VR 39 XXXFU'~-— “UNLIQ. ENCUMBRANCES NNLY

COLUMNAR EXPLANATIONS ON THE ABOVE & CODES WILL BE GIVEN BY RELATING: CORRE S=
PONDING NUMBERS ... " : : ' .

1. CLIENT'S LAST NAME, FIRST NAME AND CLIENT NUMBER

2. (TRANSFER DATE. IF CASE WAS IN SUPERVISION AND RE TURNFD S .
THE & DIGITS WITH A */' INDICATE OATE RECORDED CASE WAS
_ RETURNED FROM SUPERVISION. IF THERE ARE 5 DIGITS WITH
'ND 1/% THIS INDICATES CASE IS CURRENTLY IN SUPERVISION, = <

5. ' SSDI/SSI CONTROL CODES - - | ,
o : UNDER THE D POSITION ~-SSDI CONTROL CODES DF ‘1 MR 9

Je UNDER THE I POSITION ¢ $S1 CONTROL CQDES NF 1 0OR 9

4. - CURRENT STATDS ' ‘

N v
5., MDNTHS IN CURRENT STATUS
UNLIQUIDATED F?ﬁUMgRANCFS . v o .
7. . CURRENT FISCAL WEAR EXPENDITURES _ ‘
8. FACIL;}Y costs
9. TRUST FUND COSTS .~ . . | '
o 10.  SSI CDSTS o . -

11.  IF CASE, HAS BEEN CUDED SRWFRELY DISABLED, AN ASTERTSK WIEL".
J . APPEAR IN TH}s POSITION. { [

* c - v],()ik‘qg -: v | .
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® VR 28 ‘ ‘ © 08724779, ¢ : , *
. . SUPPLIER MASTER DISPLAY . S ANEEE I
R . , . : - . ®
* P . . - 1 . L ]
® NUMBER 70000000000 =——==—emdmmm S *
® NAME - ELECTRO INS - _ ) *
] * ADORESS MILL STREET" . -2 ' *
: ® CITY | XXXXXXXXXXX = » - - ‘ ) g ' *
® STATE |(PA ZIP 1XXXX ==wmm=——me UPOATE INFORMATION . *
* SERVICE CODE 03 , 3 5— REQ-DISTRICT O1 .’ - - *
. 0. . . ) 6==~. CHG=DISTRICT *
= - ’ 7-—~ VERIFIED RCD ) *
®  TAX INFORMATION =——a———== 8-~ DATE OF ADD NR LAST CHANGE 079 *
® SUPPLIER TYPE ' 2 - . *
® CORPORATE INDICATOR N - . , - N
. %1099 TYPE ' 1 =4 == ‘ — s T T
® LEAD' RECORD INDICATOR 1 - - _MONEY FIELDS - N
® 1099 INOICATOR ‘2 = g CURRENT YEAR YEAR PRIOR 2 \YEAR PRINR *
®.1099 NUMBER ' -000000000= . -BVR 4,484, sq/’L} 19,315.92 22,580,458
R - -pop . . «00 .00 T W00 ok
. R ” ~IRS . ! © 400 19,315,92 20,007,643 &
tt*t**t*t#tttttt*tttttt*ttt**t***#ttt*t‘ttt*#*ttittt*tt’*tttt**t#t*#*tt*tt‘*t#t

- . - SUPPLIER MASTER DISPLAY .

: TRY CODE VR 28 XXXXXXXXX XX =

»

A

YHE SUPPLIER MASTER DISPLAY IS A REPURT CONTAINING ALL VENDOR INFORMATION THAT
IS AVAILABLE #ROM CENTRAL OFFICE 0ON ONE PARTICULAR VENDNR, «

THIS CODE IS PRIMARILY USED BY THF DISTRle DFFICE FISCAL SECTIONS AND CENTROL
OFFICE FOR IRS REPORTING PURPOSFS. '

r ’
PLEASE ASSOCI&WF CORRESPONDING NUMHERS FOR A COMPLETE EXPLANATINN OF THIS Cunt,
- l. THIS PUSTTION WILL BE BLANK IF ALL DATA 1S VALIVL. i
IF THE VENDOR NUMBER IS AN INCORRECT TAX i )
T '"NUMBER, INCORRECT ADDRESS, VENDOR'IS DFCFASFD ’
- . : : OR NO LONGER WISHMES T0' BE USEO '==THE MFSSAGE

*INVALID- CALL FDP' WILL BE DISPLAYED. - :
2. VENDOR NUMBER, NAME AND ADORESS *
3. SERVICE CODE - BASIC SERVICE PROVIDED NY THE VENDOP
: 4o THIS SECTION TITLEBN'TAX INFORMATION® IS FOR USF BY
Cy . CENTRAL OFFICE FOR TAX REPORTING PURPOSES, R
e 5. REG-DISTRICT = THIS WILL BE 'THE OFFICE NUMSER WHO
, REQUESTED VENDOR BS AODSD TN THE -
VENDQOR.FILE,
6 CHG~DISTRICT ~ THE OFFICE NUMBER THAT LAST REQUESTED .
a , A CHANGE TO A PARTICULAR VENDDR, '
7. VERIFIED RECORD = IF A tU' APPEARS IN THIS POSITLAN
: , TH1S INDICATES VENDORQ INFOPMATION
- © HAS BEEN VERIFIEO, .
.+’ 8. DATE VENDOR WAS ADDED TO THE FILE 0K THE LAST DATF A :
N CHANGE WAS MADE SUCH AS ADDRESS OR NAMF
: 9. MONEY FI1ELDS - THIS SECTION PROVIDES A ﬁyen&oowN OF MONFY
AMOUNTS PAID TO A PARTICULAR VENDNR K0P
A . THE CURRENY FISCAL YEAR, 1 YFAR PRINR AND
S o 2 YEARS PRIOR.
LI o THE BVR AND DDD AMNUNTS ARE BASED NN THE
: L o FISCAL YFAR RUNNING FROM OCT 1 THRU SFPT 20,
;o ' THE 1RS AMOUNTS RUN'ON A CALENDAR YLAR
P STARTING JAN. 1 AND RUNNING TP DEC. 1.
N -




o . . o - .

. T J
" ’ . - et - \
t‘t“.l‘..(!‘tttt.‘tt‘t#t“tt‘.tt'tt“‘t‘tt AP EEEREME R R EE t_.ﬁ SERBEIEE RS ENI R &7 (218 S 2 8 3 8]
® VR 29 ELFCT ' . 11702779 . _ PACE ..

& SUPPLIER NAMF . STRTET AUDRESS - CITY o sT 21Pp  © SSFI NE
- ELECTR!C-XXXXXXXXXKXK, XXAXFRANKLING AVE AAAAAAARAA - PA 1XXXX 10000000007 L
,.% ELECTRONIXXXXXXXXXKXX ,XXXXXXXXXXXX o R RR RBRPRR PA 1XXXX 22000M0OQ200 *
» ELECTRONICXXXXXXXCXXX © XXXXXXXXXXX HILL RD PRYPPPPRP PA AXXXX 20000000001 &
L] ELECTRDNICSXXXXXXXXXX XXX XXXXXXXRON ST CHHHHHHHMY - PA XXX 700000000 *
L J K . . . B
't.“.‘t‘tt‘tttt sEEREX 'tt t‘#t}tl"ttttttt&tt‘ TR X2 ttttiiitt'ttt SRR R NERE LS 48 SIS T2 R ]

' . : , ; ' ¢

. ) SUPPLIER INQUIRY =' NAME '

. , ENTRY CIDE vk 29 VENDNR Nwe?

CODE 29 JS UNE OF THE CODES AVAILABLE TO OSTAIN VENDOR IHQkRMATInw. THE SIZE AND
TIME INVNLVED (IN PRINTING NEw VENOOR ROOKS MAXES 1T IMPRICTICAL TO SEN D A NtwW °
VENDUR LISTING TO SACH OFFICF ON & MONTHLY BAS1S. ‘THE WSE OF CODE Vk 29 GIVES .
DISTRICT OFFICES ACCESS TG THE MOST CURKENT VENDOR FILE THAT THE RUREAU. POSSESSES,
USE OF TH1S CODE CAN ELIMINATE UNNECESSARY CALLS FO THE CENTHAL NEFICE In SEEK ING

Ny

NEWLY ADOFD QR-KEVISED VENDOR INFORMATION. . o,

OFTEN TIMES A NEED FOR INFURMATION ON A NEW VENNOR OR UNCOMMON VENDOD IN YIUv
o D1STRICT MAY DCCUR. ALL YOU KNOW TS THE NAMB, MAYBE UNLY .THE LAST NAME./RY
g USING THIS CUDE: THAT IS-ALL THAT'IS NECESSAPY. IN TH! ABOVE SXAMPLY ALL THAT
“ WAS NECHSSARY AS PRIUR KNOWLEDGE WAS fSLECTY, VR 29 ELECT WAS THEN SNTERED
_INTO THE TERMINAL WHICH SROUGHT UP EVERY VENDOR NAME AVAILASLE WITHIN bVP
STARTING wlTH THE LETTERS CELECTYN AFTER LUCATING THE PARTICULAR VENDOW NAME
YOU OCSIRE YOU KMMEDTATELY MAVE THE PROPCR SRELLING ANUD/ZNK AQURTVIATIONS,
ADDRESS ANU VENDOR NUMSER. . N .7

YO OBTAIN ANY DESIRED NVENOOR A MINIMUM OF 3 DIGITS IS NECESSARY TO OBTAIN
tHE.INFORNATION FROM E TERMINAL, THF CMMPUTER WILL PRADUCE VERONES FX-
ACTLY AS THEY ARF TYPEU.'INCLUDING KLAMK SPACES. . L e

NOTE .. IF YOU WERT TN ENTER WHAT YOU THOUGHT
. . - T BE THE CORRECT SPELLING DOF A VENDIR
. N NAME CONSISTING Nk 15 DIGITS AND A NN
L - , RECURD ON FILF® MESSAGE 1S OISPLAYED,
. _ REDUCE . THF NUMBER QF NIGITS ENTERFD o
' © DOWN TU & MINIMUM OF 3 NIGITS THAT - .
YOU ARE FAIRLY CERTAIN ARE CURRFCT. ,

THE COLUMNAR HEADINGS IN THIS PARTICULRR’CUOF ARE VERY “UCH SELF~EXPLANATIRY
aNb F:SY TO UNDLRSTAND. NP IS FOXR CENTRAL NFFICE USF. :
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Cl‘.‘@l‘.l'.‘.".,‘l.\‘.l‘...‘_‘........‘i'.“.““ S QLT C08AE 0000 PETE IS RAL L6 4ORSESBNED

« VR Y VTOIIONN000 - cazIs/19 . .
a L
L I~—-'HLIVUIUAT~P ENCUMHRANCES F R CURRENT FISCAL YEaw .
. Sopi I e iR 70000000000 'OSUPPLIFR NAME CLECTROUXX (UYL XY .
. CLI#~NT . CLIENT NAMF WIG SYPY AYTH rEF LST=INY .
& NUMBLK _LASY : FIasT ON=CTIUN DN NOY, DATE, NnaATE HALANCE 8
¢ |e—e——e -3 KKKKAKK RICHARD J 14 4XX 01 300570 102473 ClLI079. % 1,400,113 e
® l=————==l FKFEFFF WAYNE J 01 3xx 01 549027 NINy719 ) ann AN s
¢ ] memmm— ety RARQARRRRAK 2ICHARD A 01 9<X: 01 300558 100278 CS1079 5 1,L03,/°
8 o ~9 FFEFFFEF DAVID L Gl 3¥X 01 300879 112979 0351079 $. 277,00 ¢
8 |e—mem——h YVVVVVY "HEDOY AN XX 01.300646 101779 0S1079 3 1,747,00 e
. 2 —=5 WHAANA AA AW MHOAARD F O1 9XX 01 386001 100279 051079 % 470,20 e
B Jwrmn——=2 PERPPOPPRP LARRY J.lb 2XX 01 330046 1108677 051079 % 06.00 .
B D e = MMMMMM Y . JEFFREY D 1 2rxx 01 300557 1h0274 11177ﬂ<rh 1,190, .
.5 == NNNNNNNY NiHAN C 1 05{_ 01 3N0%5%9 10NsSTa NsY1079 1,511, ”“ .
bl e e i D R s i e T T SISy . U PSR
- . . . .
esenn- AUTHORIZATICNS 09 aewwe AALANCE 94345.90 .
. ———————— ] e e ——— et [} ————— .
» L]
‘ttttt‘ttt‘.i“A“i“l"##tttt.'l"""tt"tttt!"t‘t“.t.“‘"“.‘ AR LANY R IR LY Y]

© UNLTIQUIDATED ENCUMBRANCES BY VENDOR.
' . ENTRY CUDE VR 6 VXX XXXXXXYXX
VR 36 V WILL PRODUCL A LISTING OF UNLIQUIDATEN ENCUMARANCES EQR THC CUSROT, F1SAAL
YEAR FOR ONC SPFCIFIC VENDOR AS REQUESTED IN THE ENTRY CODE.

THIS CODE WAS DEVELUPED TO ASSIST IN FISCAL RELATED MATTERS CONCHRRNIMNG VENDINS,
USE OF THIS (DL PRUVIDES YU WITH A CIMPLETE LISTING QF ALL 'OPEN® fHCUMERANCTS
FOR & PARTICULAP VEND(R, : :

B8Y REFERRING TN THE ABOVE FXAMPLFE ON 2LECTROXAXXXXXXXX AMND CPHPARXN&

CORRESPUNDING NUMBERS FOR AN EXPLANATION YU WILL S&P nNW TS CNOFE MAN Hf NF

ASSISTANCE WHEN PURGES ARE KEQUIRED NEAR THE END OF A FISCAL WEar, :
1o SUPPLIER NUMHBER AND SUPPLIER MNAMF 2

2. CUIENT NUMHBER AND CLIFNT NAME . Y ,
. }.-\uunsq VONG POSITIONS = DRTGINATING UTSTRICT MUMAER
UNDER "COKI® POSTTIONS -g(RIGINATING COUNSELIM NUMKER

4, SUPERVISING DISTRICT OFFICE NUMBER IF [N <uncuv151nw.
S. AUTHURIZATION NUMBER
6s . EFFLCTIVE DATVY_QEANITIAL 201 AUTHORIZATION
T+ LAST INVOICE DATE v
THIS DATF IS TAKEN FROM THE (PpeR
RIGHTHAND CORNER OF AN TNVOICE
RECEIVED FROM A VENOOR, .
Ne  BALANCE OF AUTHORTZATIUON NUMALR LISTCD IN COLUMN 5.
9.  TOTAL NUMBER OF AUTWORIZATIONS WITH AN DPEN
FNCUMBRANCE,
10,  TOTAL BALANCF (F AUTHHRXLAT!ON% OPFN,
CODE VR 36 V CAN DE BROKEN DOWN FURTHER TO SELECT AUYNORI!AY!ONS WITHIN A svrcxrlc

TIME PERIOO. THE ENTRY COOE WOUKLD CHANGE AND BE SUBMITTED AS FOLLOWS....

VR34 OXXXXXXXXXXXMMMM (MM INDICATING 2 DIGIT MANTH)
USING THE ABOVE ENTRY CODE YOU CAN DESIGNATE A SPCCIFIC TIME PEATON YERDM=THROUGH S
THAT WOULDMOISPLAY ONLY THOSE OPEN AUTHORT ZAZIONS WRITTEN BETHW"FN.THE DESTGNATED
VIME REQUUSTED. THE OATE TO BE USED WOULD BE THE *EFFECTIVE DATE® OF THE AUTH=-
ORIZATION NOT THE *INVOICE DATEY. .

]
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CANOTHER VARTATION-TY
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L AN NI AN R RAL 1ox W oY ERE CTATC )T 0 e »
o CLIERTIS Nadp AN Sgunl by vouth we b 01y TS I TR AN LN L S A R LT R
e CCCCCE & ™~ padn n--——---x 1o 1oy tet 70 PR R I R
* CCcCC L BUTHL Jemmaee—AY 06 TY 108D 1 W 1050 01 ’ LAV B .
* ANKKKK LEAH Demmem—e et 0470 WS A0 T AD WEALANIR S B SrrroY Tt e
o MMMy QAYM |=wmme—- 5 037 08%a AT T 00 g ) 1oy R SRR
e TTYITY VIREG N=emmen=} 0379 A08T sYH TW LSOt AR .
& VVYVVY FOIH Jemmleee) DT DAL 149 & FEATLIR N I | N ASEEE B .
. . - ’ .
- -

.l...'.o.o..ooco.'....oo000!‘00..00“.‘00.0000.00.0ooooo.vooQ?ohoocotooo.ro~.-~.fo

REGULAR ALPHABETIC PRINT~0UT IN
- \fuecv'en STATUS
r‘\ ST L 200 TLIEE AN & 0 VA I B
Vo e X AT g T

.

TAL RIGUL AR ALkt Tl ':*?i.*‘l‘_:"‘L\?u Oy I et f Caty o SRS LR S
AY USING THE EBuTRY (JIfe UF VR w0 YXX/5T3TUS, USE OF THIS ENTRY CODE ENABLES
You 710 syxn ONE JARTICULAR STATUS OFF OF THE REGULAR ALPHABETIC PRINT-QUT.
AS IN THE ABOVE b PLE CLHMISE LU 100 WAS CONCTINLD NULY WITH Caste iy st e
c ‘ _ A VR 40 104712 ’ )

dA% THEN ENTERFED INTH) TuS MACHINT TD paryMyCE THE aauv. LIST,

'BY CHANGING THE ENTRY CODE TO VR 40 XXXS$/STATUS, SUPERVISORY COUNSELORS AL SO HAVE

YHE OPYION TO SPECIFY ONE SPECIFIC STATUS.

IHIS CODE CAN Wi RROKEN DQUWN FURTHIR 1F DISIRTn T U CTCNATE A "(t- e oo
OF MONTHS . .
EXAMP LI e CHUHSELLR TXXK WAS wfiLY [HTENFCTeD I UASES
Ire STATUS T2 FOR Y #NTag OR #0d. .,
¢ VH 0 1XK/Z1AZ0% WAE Tt FNTERED TRTY Twt o <
MACHINE T odDOUCE A LURTHOT nar AL DN
O STATUS 12 CALES AN Sy L w

i

' YI NYLIT AR ]) olo-.oto'QQQOOOOQOQOOQoonlolQOOOOOOOcOOOOOQOitfcooo00000‘090vQquwOOOQQO
. VR aoﬁx/xz/m : NVINYAL YR T
L] CTUNSYLORN Ixx W FFEFFF STATN l_ls'—’“‘"‘l FASSS .
o  CLIENT S NAMU AND Ny g e KENT -T2 NIy b OED GNN] TReDT revd ry e e
¢ Cyccec BPATR (m=—a=ae=] 1070 1031 140 79 L2a.00 1‘3 1 AV K2 AL P4 AR SR R
...00..000.‘0000.'.0.0.00000.00'000000000.00000000000.. 0000000000000 000000 IvRICRI®

PLEASE KCEP LN MINO WHEH PESICHATING MONTHS 17 ENTER THE —~CXACT== NUMDEP nF MONTHS
DESIRED A§ Tils witl PRODUYCE A LISTING 0 T sl CLV DT MuMne st MONT G AR L

, N ,

SUPERVISWY CounseLty IR INTERESTED IN A spreleEIr STATYR RN A PARTICUYL AL P

OF MONTHS WOULD USE THE [NTRY e oe '
VR A0 XXXS/STATUSZMONTHS

]

REMINU®R . s REFER OACK TU EXPLANATION GIVEN FOR THP YRS LILAY AL itAnt T et
1E THESE 1S A QUPSTIAN ON THE DATA CONTATN O TN THgAr ENTRY ity

f
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U #' WR 23 9xX 10/31/79 ' PAGE 01 g
' & *&¥COUNSELOR TOTAL PAGE*@*# DISCOND COUNT ° DIST 03 COUN A AAAAAANA ; | IR
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-
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| L~
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LS

(Computerized Vocatio: al Informatlon .
System) :

L

.o prmt-system nl_y‘

LA
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" McKnight Publlshlx}g Company

,Bloommgton, Illinois

Canada S ,stems Group .o

homas M. Mobre, Managing Partner

s )IMR & Associates

613/238-2697

. 1230 West Webster o

; /112 Kent Street, Suite 2218

Ottawa, Ontario K1P 5P2

Dr. Bruce McKinlgy <
‘Oregon CIS
247 Hendricks Hall
University of Oregon
Eugene, Oregon 97403
503/6863111

?

Dr. Rodhey Durgin .
COIN, Inc.

Bowling Green Ohio 43402

. 419/352-8431

Carol M. Rabush .
CVIS Distribution Center

- Western Maryland College- .

Westminster, Maryland 21157
301/848-1113

/105

- 90 Spar
' Ottawg‘/ Ontario. KlP 5B4 i
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. \{ ‘ Vendor System - o "~ Developer/Representative .
' . ' i . N ) P '
. DISCOVER — 1976 . .~ . Drjokmn Harris-Bowlabey
‘ P ‘ DISCOVER Foundation, Inc.
P.0. Box 363 °
Westminster, Maryland . 21157
301/848:1113 (a
AP : [
~ IBM Corporation
‘\‘K , : . 1133 Westchester Avenye
K ' o - " White Plains, New York' 10604
ECES — 1966 .- ' ‘  Dr. Alva E. Mallory, Jr,
(Educational and Career Exploratlon : Genesee Intefmediate School District
System) S - 2413 West Maple Avenue '
o ~ f Flint, Michigan 48507
o 313/767-4310 .

'EXPLORE — 1980 ’ " Dr. JoAnn Harris-Bowlsbey
B ‘ ‘ . T ' Mr. Charles Maloy ’
e ’ : Towson State University
R S Counseling Center
‘ "~ Towson, Maryland 212
301/321-2612

t

GISIII — 1971 s Linda Kobylarz
(Guidance Information System) ¢ " Time Share Corporation
: : : ' 630 Oakwood Avenue
. ' West Hartford, Connecticut 06110°
e - 203/522-0136

- SCAD — 1979 ; ' , ~ Lawrence %Lloyd. Senior Consultant
(Student Career Assessmentand . , Evaluation Techniques Consortium
. Determination) ' - - 9950 Topanga Canyon Boulevard -
‘ ' - ' ' Chatsworth, California - 91311
213/882-6622 .

SEAR@H — 1970 | . State of Oregon |
(System Exploration and Research for Employment Division .
Career Help) : o Department of Human Resources
' " 875 Union Street, N.E,
Salem, Oregon 97311
’ . - 503/378-8289

L4
SIGI — 1972 . | Dr. Martin R. Katz -
(System of Interactive Guidance ’ " Educational Testing Service

_ and Information) = U Princeton, New Jersey 08541
’ ' ' 609/921 9000

:7 'u o . - vﬁeill
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v - . ".‘

Vendor System , Dovelopo{llloprountutlvq

. v : : L »
Aln . . 4 . > -
. VIEW — 1970 ) - Center for Carcer Dovelopment Services ,
. (Vital Information for Educatlon and Work) Florlda Department of Education

: Division of Vocational Education
- Tallahassee, Florida 32801 '
904/488-0400 .,
800/342 9271

* microfiche system only

-VIP — 1976 : o John Cripe, VIP Coordinator
(Vocational Information Program) " " Data Processing Department’
' Joliet Junior College :
1216 Humboldt Avenue .
Joliet, Illinois 60436 e
- 815/729-9020°

VOCOMP — 1878 .. Gary.and Marjorie Golter
' + Innovative Software . :
19824 Ventura Boulevard #102
N Woodland Hills, Cahforma 91364
213/884 5581

!
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v CLEASE T1hE 1 YOUK AQIS] WAGE, (HEN PWESE THE ‘RETURN' KEY. ON THE KIGHI' NgNb §105 UF THE XEYBUAKD. VAN FALT, UHENEVER
1ol HAVE Fltiosrbl ANGY RlNO_ AN QUESTION, YOU'LL HAVE ’H) FRESY (WE “RETURN - KEY 80 [LL HAQU YOU VE FInTBHED )
CEERPLANNESR v T o s S . o
‘ : * ’ . . 1Y L4

CAREERPLANNEK. Uy 1 HAVE TOUR NARL KIuHIY (Y OR Kb,
L}

‘NERE ARE 14U AAJOR STE!EMS TH MY MEMORY CAREERPLANNER. NORTH CokULINA CHOILES CONTALNG INHOKAATION ABOUT :
CJLCUPATIums.  me tuvuid JON SYSTEN CUNinus INFORMATION ABQUT SCHOOLS AND PROOGRAMS OF §TuDY. IF YQU ARE NOT SUKE UF

HE BE! UCLUPRTION $5R% vOU, | SUGGEET YQU START Ulin uCuraliun:, _ ' ' .

qrAE qEELD U nane 19D FRbEY WFLEASe TYPE IN 1 Uk D), .

1. CUNSIDER DLLUPALIUNS, ) L .

2. CUNSIVER SCHODLY AnD FROURARS OF Siubre” ~ ' .

}

MAVE © SPDEN (U 10U ABUUT BCCUMALIGNS EEFOREY €Y Oit 0, _ : ’

N : ¢ :

*_HELLU CAREEXPLANNER. 1T § A PLEASURE [0 WORK UITH Yuu. 1% NORTH CARULINA CHOICES. I uAaS CREATED BY THE CANADIAN

< *GOVERNEENT AND ADAFTED-KY NORTH CAROLINA TO ASSIST ieurlE IN HAKING CAREER DECISIONS. I°LL TRY WY BEST 10 PROVIDE

INFCRRATION WMICH. HELPS YOU CARELRFLANNER. BUT PLANSE LON’T EXPEC) ME 10 DO THE WHOLE JOB! QU LL SEILL HAVE T0 SAKE
20Uk OUN PECESS0MS, YOU CAN BASE THEM FARTLY UN,§[ 14 ABLE TO TELL YOU, AND ALSO On 1HE ADVICE OF YUUR LOUNSELUR,

FAMILYTOR FRIENDS. 10 NILL RECEIVE A PKINTED COFP OF CUR CONVERSATION. I SUGGEST YOU USE THIS AS A STEFPING STONE 10
MCRe CETWILED THIWGING AEOUT YOUS -AREER POSSIBILTILES. IF YOU NEZ ,lu\m:u‘» AT THIS TERMINAL ASK 5udEUNE WHO UORWS.
. HERE, . . U . Co
IN uNIUH ARCA UF THE STATE WOLLD YOU LIKE TO EXAMINE OCCUPATIONS? (SELECT ONE) - :
V. THE CUASTAL PLAMNS v . v _
2. THE FiEDRONT ' : , , : R _
3. THE HOUNTALNG ’ C R g . .

>
!

ORAY LANEESPLANNEY, F WILL BE EXARINING uoluPATIONS FOR THE PLEUNONT. SHOULD YOU WISH 10 YSE ANOTHER AREA OF - ‘ L
’ THE 51ATL fUU MAY LU SU AT ANY TINE DURING OUR CUNVERSATION BY TYPING AREA=N, WHERE N IS THE NUMBER OF ANOTHER GF J1HE
ONES [ JUST LISTEL ABOVE. )

" THERE RS FOLK UAYS UE CAR ARPROACH OCCUPATIONS. uNAT WOULD YOU LIKE TO DO FIRST? - o
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v 1. EELUGE GLLUEA Sty ' 20 LED BRLARLL b ukaAlloa O UCLUlAlIUNS
3. tunt kL Urvln A OLLHPATIONG ﬂ{ FINU KELATED uuturnlluuh

) ‘, |
! ‘A . ' W v
RN CARLERELANAEL !ulki AkE OUI»tIA PLU DIRELRENT WA Ut LAN HEORLH FUK ouhuln(luuﬁ WHICH WAY Bt. SUTTAULE FOR YUy,
IN ALl UF THEN noutvlk. I UILL B wakING 10U T4 ANSUER GONE UUESTIONG.  PLEASL CHOOUE YUUR ANSWEKS VERY CARLYULLY, THEN
HY RLSFUNSES UTLL BE ACCURATE Fuk YOUT HERE AKE THE TOFICS AVOVILABLE, FLEAYE TYFE THE NUMBLR(S) OF THE ONELD) 10U WISH
- 10 Usk (UIIN A CUARA BLTULEN thn Llni IRy 12004201y TYkE THeA I ORDER OF - INPORTANCE 10 YOU, .
. " - . ' . .
1 (NIERLSTS 'mnuor. . C 8 ILUPERANENTS . e 4
- S 4 EDUCATIUN LEVEL 5 ERYIRUNEN TAL CUNBLTTONG 6 ENPLOYAENT OUTLOUK '
/ UALE 75ALARY . B HOUKY Ur WUOKK/ TRAYEL 9 PHYSIUAL BEMAHDE .
» 0 FHYSTCAL ACTIVELEY N by INDUUK/UUTDUYUK 12 WORK #LELDY
"‘ [N §.0,764 X . . * - N v
A THSIED IAN BE VERY HELKFUL IN lutullklluu FRUNLS 1Y PUaSlllLllltS. LuhtENPLnuN(R. . ' . .
CPLEASE HAVE A LUGK a1 IHE FOLLUUING LEST UF INTERESIS: . a
-
1, UOkKING Wi THINGS, NUMBEWS OK UBJECTS, © - ot
20 BEALING ULIW FEDPLE AS CLELRTS. CUSTOMERS UK asSOGIATES 1IN UOhKluu HllUﬁllUNb. : ¢
d. buidy hUUIlut VETALLED, OKuoN LD YORK, R o ‘
Vo wkb hite lnPFnUi THE SUCIAL CONDITIONS OF u:uf\s.
ne BIRRL UG, SFLANN NG UR ONGONLL LAG nullvélttu ANu/UK UURK HESULTING 4n THE RESPECT OF OTHERS,
&, STDYLAG AND CONMURECATING LLEAS OR -INEORNATION ABUUT THE SUBJECT OF PEOFLE OR ANIAALS. ¢
D, BOLh WURE THAL KEQULREYS A Sltlullrlt. TEGHHICAL Ok ARALYTILAL nPlROALn 1o Facls,
g, bOING ABSTRACT 0K GREATIVE Uukil.
) 9. WUKKING WETH AACHINES, PROCESSES OK TECHNIQUES, N
D010, uOTHG WURK TN UHEEH YOU CAr 500N° SEE CLENK KESUL (3. : T
thuust UAL DNTEREST 0 pgak brue DHE ABOVE LISH., T, ' oo
T LAN ‘LHOUSE EITHER une YOU'u LIRE OK ONE  YOU D DISLINE, :
I 405 UE TUU D LIKE Dok 0N L bRRuRE LTs WUNBER LIKE MY LY .
(kLS UNL 10UY DISCINk 1wE L] BfUKE 168 NUMBEN LIKE THIS: 0b.
L CLON T PUT NV SFALE UK A9 (THING ELSE BETWEEN [ME LEVIEN ANL B nihR )
©VLEASE TYPE TUUR FIRSY lnltktnj Wou, T (Kbabmsbek (IE L OR D B erL'IH[ NUNBER)
I3 N ' e . ) : nl d
101ALse20 PREVIOUS:428 HOU 160 ,
W YOU UANI 10 ADD AU THEK INTEKRES ) CAREERPLOWREIT (Y UK i)
. o s - . . . .
i
LI LN ITFL it mUAuER - OF AnDIREX lethLSl'uuu.:\REHEnuik THL L OR b BEFORE ]NE_NUnBER.) .
\ . v .A.»,_' -
a
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.
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’

[HE FOLLQuinG ;.b‘r”i ltﬂ‘tQﬂﬂ [ FACTURS ., O i V.
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9. NALLING CES{SIONS BASED O CONCRETE, RLFKODUCIBLC TVIDENCE ACLORDING 10 MEASURABLE SMNDMU&A
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1F IT % (wE YOU ¥ DISLIKY TYPE A D BEFORE 41°S NUABER LIKE THIS® 03,
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i
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(F 10U WDULL LIKE MUKE [A¥ORRACION DR Ast qCCUPthON. PLEA
CesURIPTICN BRIEFS:. 1HESE BKIEFS CONTAln DETAILED DEHURI
NOT FOUND Ih Y FILE., INCLUDING: LICENSING REOUIREMENTS,
LABDERS, A LIST Or Aul- THE DOI OCCUFATIONS FOR EACH SOC OC
INFOKNATION ABOUT A SIMWILAR DOI OCCUPATION nS¥ {0 BEE T
“(THEK MATERIALS ARE AVAILABLE IN THIY grH1CE,
UHAT SHALL WE DO NOU CAREERFLARNERT a
1, EXPLORE OCCUPATIONS .2, GET SPECIFIC INtO
3. COMPARE OCCUPATIONS - 4, FIND RELATED OCCU

B

6'-.' " oot

- DKAY CAREERPLANNER, 1 VE ENJUYED TALKING TO YOU. DURING Ju
FEEL -~ BASEY ON UHAT YOU'VE TOLD AE ABOUT JOURSELF -~ ARE
SCCUYATIUNS 1 VE. SUGGES(ED. iy BAY EVEN 1riNK Sukk WouLh

L d . N .

BEFORE 10U REJEC] AnY. UF THEA 1HOUGH, PLEASE TAKE A& nOMENT
_~WHICH-YOU SAID DURILNG' THIS CONVERSATION HAS "LED NE TO BELI
== WORTH-THIRKING "ABOYT - I VHE-SAME-VAY, .1F. L DIDN-1 SUGGEST
" TOGETHER,. IHINK ABOUT UHAT YOU MIGHT KAVt SAID.TC NE UHICH

%, 60 TO THE EDUCATION sYsrey 0 6 (EAVE .THE SYSTEH

GE Auk T0 SEE' THE “STANDARD 0CCUPATIONAL LLASSIFICATIUN
FI10NS OF THE SOC OCCUPATIONS. IHEY ALSO CONTAIN INFORMATION
INFORMATION FOR THE DISABLED. PLACES OF ENFLDYMENT, COAREER
CUPATIUN, AND NUCH HORE. IF 10U ARE INTERESTED IN SEEING NOKE
HE < ATH EDII1OA DICTIONARY OF OCCUPATIONAL TiLES' . THESE AND

N

RMATICK e .
PATIONS N ’

% CONVERSATIUN 17VE SUGGESTED UCCUPALIDNS TG YOU UHICH 1

WORTH THINKING ABOUT. tuu HAY BE SURPRISED ni SOHE Of tHewe. ¢ - .

BE COMPLETELY fuRONG"YbR You.
. ‘ :
70 CONSIDER- WHY 1 WAT.HAVE NENTIONED THEM TO YOU. SONETHING
EVE THAT EACH OF, THE OUCUPATIONS I LISTED FGR YOU COULD BE
ANY_0CCUPATIONSTUHICH YOU MAD_IN_ MIND BEFORE VE GOT

[}

3

CAUSED HE TO DECIDE' THEY WAY NOT 8k “RIGHT™ -CR YOU. .

N \ ; i - . . )
"REMEMBER, (UK Ck2ctTIVE-HAS BEEN 10 DECILE WRICH THINES AKE MOST tnPORTANT TO YQU 1IN CHOOSING A CAREER AND 10 SUGGEST

_ . —-'30mt OCCUPATIONS FOR YOU TO CONSIDER. 174 AFRAID I‘R JUST

ONE LHiN&.-ALInUUGN 17 EMBAKKASSES ME-TUADMIT IT, THERE A
ALL OCCUPATIONS IN YHE-U.S. ARE DESCRIBED fN A DICTIONARY-

NOT CLEVER ENOUGH TO TELL YOU EXACTLY wHAT YOu SHOULD DO, FOR
RE MANY IHINGS ABOUT CCCURATIONS THAL 1 DQN‘T KROU. HOWEVER, -
0F OCCURATIONAL TITLES (buT) WHICH YOUR COUNSELOK HAS, vOU

CaN.USE THE §-D1G61T NUNBERS & GAVE YU 1N THE /GRECIFIC AND ‘COMPARE: KOUTES T0 FIND THAT OCCUPATION, AND HANY OTHER

SIAILAK UNES. ~ ASK YOUR COUNSELOR IF YOU AREN'T SURE_tuu.

1 REALLY THINE LT WOUL BE WORTH Y R WHILE TO DISCUSS YOUR FRINTOUT IN UET“IL'UiTh YOUR COUNSELOR ~ ESPECIALLY PARIE

"_WHEKE YOU FIRD 2T DIFHICULT 1D ACCEPT SOME TdlAGS L HAVE 1
SXPERIENCE IF YOU DO. -

’, -
)

'PERHAPS WE'LL .TALY TO EACH OTHER ﬁGﬁIN SOMEIME. In THE ME
., 50U CAREERPLANMER. Co ’

| Y0u ARE ‘UNASSIGNED . e TINE 4011812319

:

CUSVERSATION SUANAKY FCK CAKEERPLANKER 0N 28721782 AT 1141

VerrrresQLCUPATIONS gxﬁLOR%aoqitwﬁt .

« ropies ser . SACTORS USED

Y A}

oL YOU, I’ POSITIVE vlu eILL FEEL MucCH SETTER ABOUT THIS

(ATINE. 1 WISH YOU UELL I YOUR CAREER PLANNING. GUOUBYE FCR
e . : |

iy . - -

2:49

o ' : _ NUMBER OF )
EACTORG IN EFFECT  AREA  DCCUPATIONS RERAIRING

L] ~
N (\l_ R .
. a | )
123 ‘
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' . B1us  SPORTING GOODS SRLESPHFSONS'
_ : St . LR

WHAT THE WORK IS ABOUT .
" These 'people sell sporting goods or athletic eqﬁipmént.
+ > They sell items such as hunting, fxshlng, campxng, skxxng,
< or qolfinq ‘equipment,

L °
N Y

B .
. . LY ' oy X . " R

ﬁ'r GFNERAT THING‘; YOou WOUI.D DO o , -
P
- .Greet cuqtomers on . the sal®s floor
- Advise gustomers about -different types of qoods
- - Sell qﬁ%rtxng gonds and e uxpment ,
TTTTTZ T TUprepare silés slips or éontracts
. - PReceive payments or arrange credit =
- Put new sporting goods on display . ‘
. ! LR Y . . N .

L4

WHAT YOU NUST EE ABLE TO.DO . , |

, .
-w«nead an1 ‘write well ' N
- Speak clearly and listen carefully ﬁ

- Pay close attention to details in Erxtten work
- .Work vwith fractions, decimals, and percentages
- Talk easily with all. kinds of people
- Reason and make judgmen;s
. "= PFind and correct errors in words and numbers .
- Preqent 1nFormat10n and ideas clearly

»

- . - o .
WHAT.- SPECIFIC A‘CTIVITIES YOU HIGHT PERFORH : ‘
N K4 ' ' o R/‘
- Sell golf clubs, tennis rackets, and track shoes
- Advise customers on type of equipment, such as. length of
golf clubs or size of"g ip on tennis rackets,
= Explain care of equlpnent,,such as how to propetly clean
hunting rifles
= " Tell customers about huntxng ang, fishlng regulatlons
- Pepair sporting goods, such. as tennis rackets or skis

. ‘\



N ' . .‘M
WHERE YO WOTLD WORK

-. Stores, that sell sporting goods and athletic éqh;phent :
- Companies that sell sporting goods and athletic equipnent.
vholesale - o : -
o . ,

WAAT THE 'WORK PLACE TS LIKE

Thése‘people vork in stotes or at companies that sell qbods to

stores. Store SALESPERSONS must stand on their feet for long
periods of time. People that represent sporting goods companies

- spend -much tinme traveling. They may wvork long or irregular

hours. .Some receive salarigg or vages, while others receive
commissions. L : . \

HOW YOU WOULD PRFEPARE FOB\AND ENTER THI6 WORK

_Employers uqually‘prefer’to hire people for these Jjobs who have
.-a high school education. Some prefer those. who have college '
training. Many large businesses have programss to train workers.
Usnally no previous work experience is necessary. Training may
+ake from a few days up to 2 years.

WWAT ARE YOUR OPPORTONITIES
Py ) ' R _ o -
Fxperienced SALES REPRPSENTATIVES who show leadership and

sales.ability may advance to jobhs as SUPRRVISORS or SALES
MANAGERS. . , .

'.1125
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TF YOU 1AVE A DISABILITY l'
Only a few disabilities are mentioned here as examples.  Jobh

- duties and equipment can he changed. Don't count Yourself out.’'
Talk your problems over vith your counselor or teacher. ' More

- emplovers are hiring disabled people if they ate trained to -
do the vork. ' : “

Fuplovers who receive federal grants dr contracts are noy’
required to make "reasonable accommodations® for qualified
+ disabled people. "'"Reasonable accommodations" can include:
(1) ,making facilities accessible to disabled’people, )
-restructuring jobs, (3) modifying vork schedules, (4) acquiring
nev equipment or modifying existing equipment and (5) providing
readers or interpreters. o a
. If you hgia a heart condition or have recovered from an
emot jonal illness, you ¢an do this work with a doctor's
approval. If you have epilepsv, allergies, or diabetes, and
your condition is controlled, you can also do this work vith a
doctor's approval,. ' o '

You need one arm trained to write, type, and use ehuipient.

.. You can do this work if you have minor leg problems bhut are
able ‘to valk, cliab, jump, bend, or stoop. -If you use leg
braces, artificial legs, crutches, canes, or a vheelchair, you
can consider this work, ! S e :

You can also consider many of these jobs if you have hearing

problems and can read lips, write, or sign. Telephone calls
can be made ¥ith the help of other workers. S

“»
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Appendix C

The Oregon Vocational Rehabilitation liivision ‘
Administrative Issues Identification And Tracking System
Geuld V. Mann and Ross T, Mornn ‘ .

3

One of the uctivities of the Model Evnluntion Unit wag to dovolop a Conceptual Frnmework to
deycribe the process by which policy issues are identified and analyzed and how policy decisiong are
de, implemented, and evaluated. Some policy decisions are made in seconds by a single individual in
* the ofganization with little or no interaction'with others. At the other end of the continuum are policy
- issues which require a very large expenditure of staff time and resources over extended periods, In-
volvement of a wide variety of staff of the agency, and perhaps from outside the agency, are sometimes
- reqypired to gather, study and analyze data before a decision is reached. Even after the policy decision
hds been made, the amount of staff ‘time and resources required for its implementation can vary enor-
mously. A complex program such as the Vocational Rehabilitation Division will have atany giventimea
si{)bstantial number of such policy iSsues in various stages ‘of analysis, decision making, or implementa-
tibn

e ‘ .

The identification of a policy issue on wh‘ich staff time and resources are to ho committed i is an ad-
ministrative decision which should be made deliberately. Such decisions are often made in an environ-
ment of constantly shifting priorities and staff availability and capability .

Given the number of issudb, the shifting priorities, the staffing changes, and a general crisis orienta-
tion com‘mon to many human service programs today, it is not uncommon for important poltcy issues to
become lost, leaVing the Administrator disadvantaged by not haVing vital data when it is required.

Without belaboring the point we believe that most administrators would agree that a system is re-’
quired to identify issues with policy implications, to consciously assign staff to analyze such issues and
to propose alternatives and to complete the action through the implementation of the Administra tor’s
decision.-Such a system should provide the Administrator with periodic reports sothat changes may be
~ made when necessary to insure that deadlines are met and that limited resources are focused on the
most important activities. Such a system assures accountability

~

“The OVRD Issues Identification and Tracking System isanattempt to provide such a rational system
of accountability as an adJJt to the Conceptual Framework, ' : :

The system begins with the recognition by the Administrator or the Deputy Administrator that a
decision should not be made on a specific issue without study and that the issue is important enough to

- allocate staff time and resources to develop it into a decision package. This recognition may be reached

by the Administrator working singly, it may evolve from discussion with others, or it may become ap-
parent from m‘emoranda or routine management data.

When the decision is made to expend staff time and resources on a particular issue, the following are .-
required .o o ‘ .

1. ~Identification of the issue;
2. Assignment and notification’ of a responsible lead person;

3. 'Assignment of an anticipated completion date or the date when a decision package is due; and

© 4, Notification of the person who maintains the Issues I»dentification and Tracking System.

kv
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' _ .
B . . .

‘Usually the above requiromonts are completed during discussions at ah adminlatrative moetihy,
although they eould also he completed by an assignment memorandum. Comlnbpiy. an fssuo w ilisurfaco
during the ro)gulurly schoduled meotings betwdon.the Administrator and oghor staff membexs, Discus-
sfon thon follows on such mattors‘as when the decision {s noedod, availability of data, priopity of this
{asuo relative to others, relationship of thix fssue 4o the agency's mission and to the misslons of sister
agoncies, and which staff mombor is best able to develop the decision package, A vorbal assignmontis
then made, which, in most Instances, is followed by a written assignment from the supervisor to the
ruspom;lbld person, A copy of the written assignmont is sent to thé monitor who maintains th

« Idontification an¢ Tracking System and tho issue is ndded to the list of those on which
ministrator will recolve monthly progress roports, ' .

’

The system began in November 1979 with 32 issues. As of May 31, 1980, a total of 12 issues had been
completed and nine new issues idded. One issue wag dropped prior to completion because it was not at-
tuinable, and two issues were renumbered to group them with related efforts. Thus, in our cxpcriéncu;
there has been an average of slightly more than 30 issues in the tracking system at any one time, Cau-
tion is exercised to track'«only those deemed of considerable importagpge to the agency, including those

\/ﬁ{)-timc nctioqs-rcquired by higher authority but not including”reljar repetitive reports, Such
\/repetitive roports have their own tickler system to insure that timelines met. - -

Tl

 more issues, with no person assigned more than three at any one time. Anticipa d completion time has
_varied from two to 18 months. , : _ R ’ -

During the first six months,'23 different staff persons have been assigned r ponsibility' for one or

Althougﬁ a complex numbering Jsystem is currently in use, we recomm a sih\ple _sequential

numbering of issues be adopted for identification purposes. . -

. . . . ) 9] - : )

A word processing system is used to store the complete tracking system, During the last few daysof '
each month a reminder memorandum is generated, using the word pr,ocessor.&for each issue being
tracked, These memoranda are then distributed to the persons responsible, who complete a handwrit-
ten profiress repoTt on ach issue by the fifth working day of the following month. Only a few minutes
are requireg for each pdrson responsible to handwrite a concise progress report and routet to one of.
the agency Assistant Administrators who check each report, underscore any delzys or roadblocks iden-
‘tified, assign an appropriate‘progreSs symbol and route it through the Issues Tracking monitor to the
word processing operator for text editing. The monthly progress reports‘on each issue vary in length
from a single sentence to as much as a half-page of single-spaced typing. Care is exercised to limit the
length of the progress report and include only that information required by the Administrator for
review purposes. . , o R .

In addition to the narrative paragraph oneach issue the name of the responsiblg person, the due date
and progress rating are also provided« ' : :

The report is pi‘epared on the word processor using' legal sized paper inserted sideways. The report
is then reduced through Xerography to standard-sized paper and printed using dual side copying. This
has enabled the entire report to be printed on only two sheets of paper. . : ,

A trgfmittal memo is prepared for the agency’s top management outlining progress for the month.
A copy of the report is also posted for the information of the entire administrative staff. ‘ :

A copy of our report for the month of Novémber, 1981 is attached. It is atypically long in-as-much-as it
* was also used to help orient the agency's new top Administrator, but is still representative of the types
of issues being tracked. Also included is a list of the 32 issues completed during the first 23 months of

the system's operation. . » . o

L




Wo hellove this syatem provldos a reasonable degree of accountability with a minfmum of stafl time
expended. It also provides an information flow to all appropriate staff on a varlety of vital lssues,
Finally, the Adminlstrator's Office is fully informed and can.tako action to shift priorities, resources,
and stalf in whatever way nocessary to accomplish that which Is most lmportant,

o Oregon Vocational Rehubllltatlon Division

“Issues Assignment Memorandum™ . | .

“

-,TO: ‘. 'C\ - | ‘ Datg:

. From:
Subject: VRD ISsues Tracking

You have been assigned responsibility for a VRD issue on which the Administrator has determined that
staff time and resources will be expended. In order that the Administrator and others may be kept in- .
formed on the progress of this issue, a report is required from you by the fifth working day of each
month. The report should concisely describe those activities related to the issue which were completed
during the previous month. When appropriate, you shouldalso recommend changes in anticipated com-
plefiqn date or any other matters of which the Administrator should be aware concerning this issue.
- . A consolidated report of progress on all issues being tracked will be prepared monthly and a copy will
n b? supplied to each responsible person. Please retain the assignment for reference.
‘A reminder statement for each issue for which you are responsible will be sent to you near the end of
each month and it should be used in preparing your monthly report. It need not be typed, but please
-write legibly. . .

. The issue which has been assigned fo is: o .
Title '.  Anticipated Completion Date

"Narrative description of assignment: : . t
cc: Assistant Administrator ‘ * ‘ '

Issues Tracking Monitor
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Oregon Vocational Rehabilitation Division
“Monthly Reporting Memorandum™

To; : ‘ . , o Date:
From:
Subject: Issues Tracking for

, . . o

‘Below is (aro) listed the issuels) for which you have been assigned fesponsibility by the Administrator.

"On the back of this memo, please report on your progress for the monthof ' ‘
Return this update to your Assistant Administrator no later than L

~ Ploase reniember that this roport is a progress summary. Updates should be limited to {rom three to
five succinct sentences describing what progress, if any, hag*beon accomplished during the month. If
‘you have nothing noteworthy to report, and find the phrase “progressing as planned” an apt doscrip:
tion, the letters “PAP" would be an acceptable response. If more detailed information is needed by the:
readers of the report, they should be able to obtain it directly from you. .
Your current issuel(s) is (are):

Number Title \
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Administrator's Offics — Joll Southwell, : Decomber 10, 1981
Harv Bchubothe, Auslstant Administrators -
Roaa Moran

Progresas Report for November, 1081 on VBD Iasues and Action Plan

" Attached is the Issues Progress Report for November, 1981, This roport covers the progress on 10
issues, . ‘ |

"No new lasues have been added eince the last report. e

The “Comments” soction has been expanded this month to incorporate a brief summary of each lssue,
All complotion dates have been reviewedQy the Assistant Administrators and now reflect rEthstlc :
"dates in light of current conditions, - ‘ ‘ , . -

In an effort to reduce duplication costs, the distribution of this report will be limited to the Executive
Staff. However, a copy of the report will be posted on the Planning and Evaluation bulletin board for
staff edification. . | '

RM: skn

. Attachment
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VRD lusues Report For Navember, 1981

fasns/Rouponsible Porven

Number

.
8 nifsagihvi VHIVe Juluriation
. Hyatpmi amd Eveluation Cepecity
T Phivugh Applustiug of Fedusal

MIn Hesuyrven iNeil Sherwad)

B1e Hevioe and Ihwupivhl ¢ Pohvep
w ) vukl Framework fur fafurmation
Yluw . and Toliey Dovelopuent
within VRI) Publish deeument
. iNeil Nherwad)

fle Invetop gn Impruved Furms asd
fecoida Managoinent Syslem.
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5 - This jnsur was arigiaslly underiabun (o pddreea ths wwwd Jo Sy alemalise
he Mansguineht of lorms amd rycardas Busaues lurmatocords pro impuriant
reinpuseils af § comiprebensive manageimeat infurmelion system, Ihis laue has
boen sdidvessed in 1he develupment af (he “mudel” ealied tur By var MIR van
traet, Rucayse documentation of this formarreesrde syutem s bisd th compleUion
of the Hesiness Narvices Valuma af 1he Mansal, Ihe cwinpletion dote bas boas .
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- This sk Bas bewn cumpbied sad will W & sopirate vulume wf ihe

Adnunistrative Manryal

N A frst draft of the Managument Borvies seclion of (hin sulisie bes bess
written and is being Lyped. Wriking is continuing on the swelion (W Tepressnted
emplogess Ro asalysis and scheduling of work romaining has resullod is a pew
rompletion dete uf Mareh, 1982 .

B - Thin issus is sellaaplanatory fur the MIX seclion of the VitD) Manusl
Elturt sxponded (o date has been Lo review the curreat PEAN and AT asrtions
of the Mahual.

] lrrn.f\-m'u'-ml- are undergoing review and will require eonsidetable
vditing ‘Re‘anslyots of the remaining task has resulted in @ revised complelion
date, ot

’ ’

Yo . . : .
8 ~ A lirstdraft of this volunve is near completing. The Morch targel date seems
reasonsble. ‘

% - Thé LIS Section e currently on Nold until Business Services snd Emplayee
Nervices are compleled. Also am working with Torry James on Administrative
Manual Seelions that require unigue paragzaphs regarding DDS .

3 . R
§ - The revision of the Administrative Volume of the Manual ha been
completed in draft form. 1t is anticipated that the valume will be completed lor
publication by (he end of January. 1942, :

¢ . The Personnel and Training laformatioa System IPATIS) was developed.
to track individual and group traininof VRD stalf. PATIS is ¢asentially a two
program system: (1) Course History Record, and 21 Employee History Record.
Elements of the Course History Record include title and subjeet, sponsor, target
groups. number of allendres, and training hoyra. The sysiem v programmed to
irack costs of travel, per diem. and fees for course. contractor, facility , employee.
and olher apecial costa. Elemeats of the Emplayee History Record include office
location, working title, skills, training hours, time loss. and CRC's. One use of this
record is Lo report the employee's training to the supervisor Lo assist in romple

liwn of the employee’s performance appraisal. Employee records are updated
monthly using & list of employees swhose performance appraisals are due: the list
is supplied by Personnel. The system has been implemented snd sppears to be
running smoothly. This issue has been completed snd will aceordingly be drop

° ped from the tracking system. ’
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Completed lasues
Navember 1979 ta Oerabor 1981

1. Number af Injured Warkera Heceiving DHUI Bervices.

Yo

Fstatlish MIS fur Evaluativn of the Salotn Rehabilitation k‘)u‘liuy

4 Develup an Unaasemblod Examination for VRt Npecialiata.

-

Implement a Remots iField) Client Tracking Nyatem

Reorganise the Disability Determinationa Program.

=4

8. Governor's Stecring Commities on the Handieapped.

2. Eastablish Helationships with Correetions.

. Develop Plan tor Reimbursement of Title XIX Coats.

9. Develop an Fquitable Sheltered Waorkshop Fee Hystem.

10. Completion of OVRI 1977 78 Hiennial Roport.

1. Evaluate the Effectivencss o Job Placement Services.

12, Evaluate the Mental Healtheal Project.

13. Developa Sysl;m for ’l‘rarui‘ng Major lasues Under Study Within vab.

14. Study Ways to Heduce the Duration of VR Sr;vicrs to Clients,
—_—

15. Develop Operational Plan With Local Schools,

16. Correction of Safety Hazards at SRF.

1. Updnlé VRI's Capacity to Engage in Program Evalustion Activities by Providing Training lo
Project Stall and Others. ' A

3 18. Review and Reuse Client Caseload Procedures.
19. Independent Living.
20. Monitor and Evaluate Sheltered Services Subsidy Program.
21. Develop Grants Mnﬁngemcnl Handbook.
29 Plan and Conduct Field Tests of the Proposed Standards for VR Program and Project Evaluation.
23. Develop Supervisory Training on Dealing with Problem Employees.
21 lmplcm:nt State Audit Recommendation and Report.

25. Study the Younger Nursing Home Population to Determine Feasibility for Moving Some to Less
Costly Care, : ¥ '
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1,

Clisate’ Time ia Blatus.

lraly Econumic Noeds Teat fur VR Clicats.
lmplementatian of 8B 6355

Field Tost the Facilities lat&mmaa By;tamf
Evaluate Fopulstion Estimates dnd Resoures Allocation Models,
Recast the '(‘:’lse;u Berwiess Adminiatrative Manual.

Train Biaff o8 Users Guids for MI8.
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Appendix ) -
| ¥

Computey Uraphics in Voeatioaal Hehabilitation
iraa Melaughlia
Weat Virginie Bohabilitation Beasairh & Training Contes

I8 focebl seafs me have wilBessed @ viflyal eaplusiuh of infurtaetion ob Besfly sty imagisalde topic.
Une simply secds o visit the local Bowsstand to develop an appreciation of the Questily and variety of
informative evaileblec 1o (ke guscral populetion Menagers of organisations, auch as \uu!mu
rehabililslion agehcica, gebeFally have adrvor o chufiaus quablitica of Progres of ofgasisation
apecific information [t is gencrally sgfeed that effective decision meding prosippases the availability
of tithely a8d accuralo informaling. This is (ruc whelher the deciaions are mede by the coynsslor in
mansging » vascload of the agency direelor in mansging the agoary itesll 8 spite of the importanes of
isformation lo matagemenl decislon makisg the volume of inlormalion typically available (o most
managers {ar exceeds that whieh the manager van abalyic, ayatheaiic, of vlhcrwise procees ia ofder
that it may pley & part is managoemont decision maeking

Moders rompuler tochpology Rhae dexcloped intla 68 calitfioly puweifyl toal fur sllowing the
manager quich areess to any (alormation pertisest (o the problpm or devision 1 haad. Unforiyuately,
while wodefh computer systoms are designed to "cure” the infofmition overicad probloms they Bave ia
Mahy feapects compounded it That is, in addition (o providing the manage? with histarics! aggrogete
reporis in @ timely and accurate fashion, cotipulors provide the manager with (he capabilitly ta enamine
the ageney’s databare at any lovel of aggrogation mith minimal physical effort. Henco, & coynselor may,
through & relatigely simple dialogue wilh & computer, retrieve information un an individual elieat or an
individual iﬁ’n:#;: well sa torcive ah sggrogate fopart of the total casclosd Furlbermoare, theso com-
puter syalems, esperially in rombination with modern data rommusications leghaolagy, have
dramaticslly extended the sourres of infarmation upon which a mahager might dray in making deci
siohs A alale agency direclos, for example, may in the past have boen limited (o lael yoar's cascload
production data for making resource allocation decisions for the fulure Now by ulilising this
technology the director may, in addition (o using the agency’s internally gonerated dals, consider oider
databases In making decisions regarding the distribytion of scarce resoufees o meel agedey goals.
These databases may include information on economic projections as well as forecasis of fulure
disabled population characteristlics based ob conaus information k '

While computer technology has greatly extended the ability of organizations to across vast quq'-
tilics of information, this increased capability has placed an onormous burden an the human ysers of
managers in lorms of their ability to sbsorb the inlormation and integrate it intoa the decision or
problom solution. Various softwire routines attempt (o solve this problom by arganiriag sl informa-
Lion related to the decialon inlo & report with a prescribed formal. In order to anlicipate
“unanticipated” [nformation requirements, these formats are usually designed to be very genoral in
nature. Thus, they Uypically include the information required to support & particular decialon but it s

embedded in & larger. more general report. Therefore, it is not unusual for & VR manager to sift .

through a cumbersome computer printout looking for a particular number ot set of numbers. Further.

more, the information needed for the decision may not have any particular distinguishing ‘
characteristics snd the individusl data elements may be seallered over various parts of the report, Con

sequently, the'identification and retrieval 8f the information required 1o support a decision may notl be
a simple task in spite of the computer's remendous capabilities o do sa,

An alternative to the conventional computer printout for the display of information comes from the
field of computer graphics. A well worn cliche is that “a picture is warth & thousand words.” The com.

puter’s incredible capabilities to provide us with decision supporting information is probably best il

lustrated in the area of computer graphics. Through the application of computer graphics technology in-
. {ormation can be rapidly retrieved and organized by the computer as well as presented to the decision
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.decision making prbcés$ can be communicated to thg human u

depending qﬁ the particular typeé of graphic display/

_ " F
o . a ) ' ¢ } :
maker in picture form. That is, the computer can, after selecting the required data, portray the informa-
tion in graphic form complete with legends, titles, and footnotes. The information can be presented'to .
the manager in a-fashi at is readily interpretable and more aesthetically pleasing to view than the

computer printout. Thus, by displaying important information in this manner the critical factors for the
'ser more efficiently and effectively. -

. . N ~
* ' Computer Graphics Hardware '

B ‘The genem]\pproaéh to produce computer graphics involves the generation and transmission of
- graphic contro]@structio‘ns by a computer to some type of graphic display device. This device -

ti‘anslates these instructions into operations that will represent the information in a pict ial fashion on
that device's visual media. The actual implementation of this process, however, varies "considerably

One graphics device which is rarely tho,ixght of as a graphics display is the standard line printer com-

* mon to most computer systems. While widely used for printing of standard reports, these devices can,’

through controlling the paper advance and carriage 3f the printer, produce a wide variety of graphic

disptays. The primary advantage to the use of line printers for graphic display is their availability as -
‘they may be found on most general purpose computer systems. Unfortunately, the graphic products of

these devices are somewhat rough in terms of ,re'so]ution'since the graphic control is limited to the in-

dividual character positions on the printer’s cgrriage. .

- Another pophlaf computer graphics _dévicg is the pen or incremental plotter. This device consists of

one or more pens attached to a control arm over the plotter bed. The computer can control the horizon-
tal and verticalmovement of the pen as well 4s whether or not it is in'contact with the paper mounted

on the plotter bed surface or platten. By issuing the appropriate sequence of pen movement instruc- '

 tions, the computer can draw graphic representations of information of virtually any degree of com-
. plexity, such as bar graphs, pie charts or line graphs. The same techniques can be employed to label and
. annotatejthe graphics with text using any ofgdozens of type faces. , a

B Reé"ent ﬁdvancements‘in t:hegechnology associated with plotters, particularly the use of internal

“ .

~ microprocessors as intelligent controllers, have ‘allowed - plotters to become increasingly more

sophisticated apd in.many cases less expensive. The Hewlett Packard 7221A, for example, has the

capability to draw in any of four colors. Through remote commands from the computer the plotter will

select the appropriate peri, remove its cap, remove it from its stall and draw the requested figures in
the desired color. At the completion of the task the plotter arm will return the pen to its stall, place a
cap onit and either select a new penin the same manner orreturn toits previous position on the plotter |
surface. B 2 ‘ ‘ o ‘

. Theupfimary aldvantage;,‘,tb the use of this type of equ{pment as a graphics device is the extremely *
high quality of its Outpuﬁ}.'lh_tt is niot atypical for this type of device to have a resolution of .0015 of an inch

. or to be capable.of repeating a previous drawing to within .001 of an inch. The specific capabilities of
. pen plotters vary considerably depending on the manufacturer, model and options, however, they. tend

to produce high quality output with minimal operational or production expenses. The primary disad-

vantage to this type of graphics device is its typically slow speed since any graphic fendering must be

“constructed from numerous mechanical pen strokes. - T . .

-

T.he'é'o‘mputexj graphics technology which has seen the most dramatic growth in recent years is the

“use of the Cathode Ray Tube or CRT. This device, which has a display similar to the home television
“set, allows the computer (and its human user) to rapidly draw virtually any image they can conjure up.
‘The use of color CRT’s is gaining in popularity resulting in substantial enhancements in the aesthetic
quality of graphics displays as well as-the communication of computer-supplied information.

o
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The prlmary advantages to thls type of graphics device 1nclude the ablllty to draw rapldly one or a

series of high quallty graphics data displays with very little effort on the part of the user. Further,

since the display is generated _electromcally. it is constructed at extremely high speeds allowing the
user to produce gnd alter graphics in an interactive fashion. One of the primary disadvantages of this
type of equipment is its relatlvely high cost. Currently thiése devices tend to be slightly more expensive
than g‘y’plotters and consxderably more expensive than standard alphanumeric €RT terminals.

HoweVer, continued ddvancements in integrated circuit technology and mass marketing resultlng from
their increased popularlty will andoubtedly drive the costs down considerably. Another maJor disad-

vantage of this type of graphics’ devxpe is the lack of hardcopy output inherent in the use of the CRT.

Devices’ designed to convert the video image to hardcopy (such as film) are available although they tend_

to be expenslve

" . m_. ) . : 4

While the devices described above represent the most w1dely used graphlcs dlsplay devices, there

are several others that are frequently used. Current trends suggest that their appljcation will continue
to grow in the future. The most common of these devicés is the printer/plotter, which typically serves
" -as-a printer but possesses the capability to produce relatively high resolution graphics outpuk on plain
printer paper. One method for accomplishing this is by'ilnpacting the paper with a very small print
hammer to form dense patterns of dots. Although not of as high quality as pen plotters or CRT display,
they dorepresent a significant increase in quality over the standard printer. Additionally, such devices
currently provide the'most inexpensive approach to the production of computer g!‘@hxcs e

"Another dev1ce that possesses conslderable computer graphics capablllty is the laser printer. While

it typically serves a super high speed systemprinter, its laser xerography printing technology makesit

well suited for high. speed graphlcs Unfortunately they tend to be prohibitivgly expensive for com-
puter graphics appllcatlons in state vocational rehabilitation agencies. They may be cost effective,
however, when used in conjunction with a hlgh volume prlntlng productlon appllcatlon such as a cen-
trallzed state computlng facility. :

;v - ,,..@,: — _v Computer-Graphics-Software—

The receht increases in the intelligence and capabilitiés of co'mputer graphics display devices have
been paralleled by a growth in the sophistication in the devices’ graphic. command language. Unfor-

tunately. in spite of the current sophistication of graphics hardware they still react to instructions -

presented to them in a very cryptic fashion where any §n en instruction. controls only the. most -
ring of pens. If, for example. auser were re--

~ primitive of graphics functions, such as the raising and lowe

.quired fo interact with a plotter, a plot of only minimal complexity would require the user to issue hun-
- dreds or possibly thousands of plotter instructions. To make matters worse. none of these 1nstructlons
would have any inherent meamng to the user.

TR

One approach around this problem has been the development of software subroutlne libraries. The = -

libraries generally contain large numbers of computer proggam modules each of which is designed to
translate the user's graphic requirements (expressed more closely to human language) into the control
'~ language of the particular graphics device. A specifjc module, for example, mlght after receiving-a few
parameters from the user, draw a pairl of labeled axes on a pen plotter. The issuance of this single
~ module (a minimal effort on the user’s part) might very likely result in several hundred device instrue-
tions being sent to the plotter The major drawback to the use of these libraries is that the program
modules.are usually written in.and usable by a partlcular computer language, typically Fortran IV.
‘Thus, computer graphics displays ‘of management information can only be generated by a Fortran pro--
grammer. or through tite use-of a program that a programmer developed : .

‘An alternatlve approach to the use of computer graphlcs is the development of large general purpose
packaged programs. These packages may be constructed from the subroutine libraries described

£t
Py

&

earlier but eliminate_ the need for the user to lnteract with any of the modules directly through a pro- S
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gramming languagt. Thus, the user can express his or her graphics needs to the computer in a single
English-like language. Several organizations have developed packages such as this which groatly ex-
tend the capabilities of sophisticated computer graphics to the noncomputer professional community.
One such package is called SAS/GRAPH. This package can be integrated into the Statistical Analysis
# System (SAS), a popular data analytic package, thus providing the user with all of the statistical and
data management capabilities of SAS as well as a set of easy to use procedures for generating a wide
variety of computer grughics. ‘ . .

&

The graphics procedures in SAS/GRAPH include the capability to produce, based on the user’s data
and display specifications, line graphs, vertical and horizontal bar graphs, block charts, star charts, and
pie charts. Furthermore, this package allows the user to specify such functions as the color of any given
segment of the desired display as well as area filling patterns and line types. Additionally, it allows
labeling or any other textual material to be drawn in any of eleven user-selectable type faces and vir-
tually any size consistent with the capabilities of the graphics device. It should also be pointed out that
SAS/GRAPH, as well as many other gener#l purpose graphics packages, is device independent. That is,
while the various types of graphics equipment use a wide variety of control languages, this package can
communicate with and control the graphics functions of several types of plotters, terminals, ang;other
devices. ' - -

- ~

From the user perspective the single most important characteristic of this graphics package is its
ease of use. Through a simple set of command statements the user can very rapidly produce any of a
" number of graphic displays. Figure 1 shows a short program designed to produce and label two pie
charts for the caseload distribution of one state VR agency. Although the data set used in this example
is very simple it would not be any more difficult to perform the same operation on a subdivision of the
agency, such asadistrict, or for that matter, larger organizational entities such as at the regional or na-
tional level, One of the pie charts produced by the SAS/GRAPH program described here is shown in
Figure 2. . : S = ' " .

Another interesting feature of SAS/GRAPH is the capability to produce maps with the geographic
entities colored and fill patterns coded to indicate the levels or characteristics of the user’s data. One
application of this capability within a VR agency might be the production of a map representing the an-
nual referral rates for each county (or other geographic subdivision) in the sjate relative to the
counselors in the same area available to serve those referrals. Such a map would provide a state agency

, director with invaluable information to support decisions associated with the optimum distribution of -
manpower resources. A map based on a similar concept was developed as part of an experimental pro-

~ ject conducted by the Oregon Vocational Rehabilitation Division and the West Virginia Research and
Training Center. One of the results of this activity is shown in Figure 8. This map represents the ratio
of applicants for service to the estimated number in need of services on a county by county basis. Clear-
ly it can be seen by this map that counties coded in red have substantially fewer applicants than the ser-
vice needs estimates would indicate. Similarly, a map for any geographic area and data can be drawnby
applying virtually identical procedures. Only the database and the labeling information need be chang- "
ed to progfice a map for a region.or the éntire nation. Figure 4, for example, shows such a map represen-
ting the SSDI cost per client rehabilitated for general VR agencies in Ran Iv. '

" Computer graphics display§ of information generally communicate more ffectively than tabular or -
textual material. It may at times be necessary to view several versions of a graph or chart to determir
which mode or style of presentation best communicates the critical points. Likewise, a manager m%
find it necessary, in evaluating various decision alternatives, to examine the s,ame.infnnmation acrosy .
several settings (i.e., counties; districts, ete.) on a series of related information or a single setting, such
as referral sources for a single county. Variations in the mode, context or style of graphics displays can
. impose substantial burdens on a graphics artist who must completely redraft each graph or chart. This
is a trivia] matter for the computer, however, since it canalter the necessary parameters or re(.iraw a
\ - graph in only a few seconds. The demands on the user for this feat are practically nil. A comparison of




v

'
. . Y

Figure 5 and Figure 6 illustrates tho inherent, flexibility of computer graphics. Figure § shows a line
/g?nph with a plotted line representing the absolute dollar expenditures by one VR agency over a series
_of years, An additional linc shows the expenditures after adjustments for inflation for the same period
of time. This graph clearly shows that while the absolute expenditure levels have remained relatively -
stable (with the exception of one year), the actual “buying power” of the agency has experienced a
significant downward trend. The addition of two single word c6inmands altered this graphic display in-
to the one shown in.Figure 6. Although this graph represents the same information as previously
described, the addition of color filling produces a somewhat dramatic efféct. Congequently, many people
would find Figure 6 more effective in representing the impact of inflation on the agency's budget.

This discussion has not provided a comprehensive review of the field of computer graphics or its ap-
plication to vocational rehabilitation. Quite the contrary, the topics described here represent only a_
small sampling of the field in general as well as its potential in the management of rehabilitation pro-
grams, The inherent flexibility of digital computers and their associated graphics devices presents
almost limitless possibilities in terms of the display of system or program information. Currently, con-
siderfable efforts are underway to develop new techniques and enhancements to existing areas that
may optimize the effective utilization of appropriate information for management decision making. This

“inturn sh%ld. by definition, result in increased efficiency and effectiveness of rehabilitation programis.

> | LS R

It seems trite to close by saying that computer graphics represents the wave of vth.e future. Yet the -

. entire field is experiencing an enormous expansion. The rapidly Jeducing cost of computer graphics
equipment and dramatically increasing’ intelligence of modern computer graphics equipment are
removing this powerful tool from the domain of the specialist and placing it in $hé hands of the user.
This trend is further evidenced by the increasing number of personal computers béingJ'marketed with
substantial graphics capability. The near future should witness the inclusion of graphics devices (par-
ticularly of the CRT variety) and the software companions as common fixtures on virtually all ge%ral
purpose computer systems. Furthermore, it seems very likely that within the next five years the use of '

_cor.n;tJut:r graphic\s for the display of information will at least rival if not exceed the use of the cdmputer
printout. o S : : )

S \
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Appendix E | '

Uncompllcntlng‘ Software Acqulsltlon

: David H. Miller
o 4 Woest Virginia Research and Training Center

Software, Programs, Systems!
What Do All Thoue Words Mean?

In this age of automation, especially in the area of information processmg, computors g0 being.used
by all sizes of organizations in both public and private sectors. With this advent of computers there is a
new jargon which ﬂmnagers must be able to ‘oderstand to make intelligent decisions. '

Software

Software is the sequonce of commands which instruct computers to accomplish particular functions
in a specified order, often referred to as programs, If you were trying to cook, soft ware"would be like
part of a recipe — the instruction for what ingredients to combine or in what order.

Programs e ' : , .

Programs are a selected group of sequenced commands which process the mputed data into desired
and definable results. Again for the person who is cooking, this would be equated with a complete
recipe foJone particular dish; it would have all the instructions from getting the mgredxents and
preparm he utensxls to serving the finished dish.- . .

Systems ’ . ‘ R , o

Systems may be a single pfogram but most often they are complex sets of programs. That is, they are
a group of programs in a sequenced order to perform seyeral functions. The term system is also used
sometimes to refer to the configuration of hardware (equipment or devices). This would be not one
recipe but several. Similar to preparing a whole meal — there are rec1pes for the=meat, vegetables,
. breads, desserts, etc. The person cooking must start the different recipes at different times and with
different ingredients, but it is all to be ready and served at the same time.’

.8 T

!

Sof tveare Packages

Software Packages can be a program or system of programs which can be used by more than one
organization. Nearly always it is acquired from outside the organization which is going to use it. And
- With its acquisition comes documentation and suppdrt agreements. Documentation is deseriptions of all

~ aspects of the package, especially the technical asp®cts. Support agreements are contracts which state

the responsibility of the vendor to correct errors, make changes, or up-grade the package. ‘There are
two maJor categories of software packages: operatlon packages and application packages. Contmumg
with the comparison with cooking, this would be like having a friend who is willing to share an old fami-
ly rectpe. First they get together with you and show you how to make it-Next they give you the actual
written recipe. And lastly if when you attempt to make it you have problems they agreg to help if you
c¢all. The written recipe is documentation, The showing how to and the wxllmgness to help if problems
occur-would be Support agreements L] . y .

SR
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Operation Packages

Operatlon Pncknéos are aom‘otlmos reforred to as * ( ' ’ I

‘ systom packnges" bocause thoy either simplif
the use of computer dovices or increase the.efficiency of their operation. In other \{mrda Oporn‘;loi '
plnckuxea are the software that direct the dovicos to operate in a consistent definable mum'mr. Opera-
tion packages would be similar to the instructions for operating the stove and/or othor cooking equip-

ment. Orin s y
um:s“: n some cases, thoy would be lllko the directions in the recipe for prypurlng the stove and othor

) Appllcdtion Plékagés ‘ o IS

Application Packages aro software packa i ion
ges which Intoract with operation packages td perform
.:l;‘):‘cl_(f’itccp'xi‘t;fossos or;iﬁ pxtx‘x;t.iculnr type and/or category of data, i.e., accounts recelvablof’invont‘;ry con-
, otc. These are liko the cook preparing a recipe. The proparation of th sract: he
directions for using the stove and other utensils\p Prop i ° rogjpe interacts with the

t

Users,

| Us:rs are'irl the broadest meaning anyone who has *“contact” with a system. That is, those who col- ‘
tt‘a‘ct-t, te data, input t.he data, deve!op or acquire the software, operate the equipment, or receive (use)

e ou pl.xt.:;Compl.etmg our cooking example, users would be those who have anything to do witH food
preparation; cooking, serving, and consumption. " '

]

How Do I Go About Getting Some Software?

. There are three major means of “gétting” software: (1) develop it, (2) legally acquire it,and (3)'steal”
it (illegal acquisition). Historically, developing or “making” your own software is the most common, This
is often referred'.,go as “in-house development.” In-house development involves having your own staff of
analysts, designers, and programmers to study, design, and code programs which will solve your
problems. With the lack of available people skilled in the ‘areas of data processing in addition to high.
salaries, it has become impractical for many organizations to develop their own software packages. This
is especidlly true in most governmental agencies who rely on public funds and governmental acquisition
of funds. As a result, the acquisition of software has emerged in place of in-house development. Acquisi-
tion means both buying and bartering of services or products. :
‘Acquiring via Bartering ‘ : . : - L
The most often available and used source of acquiring software via bartering is called ."user's

groups.” A “user group” is a group of data processing professionals who are using computer hardware
of the same brand name, (i.e., DECUS is a user group of Digital Equipment) or use computer technology
ina particular area, (i.e., education, banking, etc.). The process involves exchanging or giving programs
or systems which have been developed to the others in the user group. The advantages of such groups \

_are low cost or free software and the availability of technical assistance. The greatest disadvantage is » ¥
poor documentation, lack of support. agreements, and the possibility of error-prone software. User

. groups are only as good as the software that users are willing to exchange.

’

-

Acquiring via Purchasing

Theré are five avenues of pufchasing software: (1) computer manufacturers, (2) software houses, (3)
software brokers, (4) computer stores, and 25) turn-key contractors. '

Computer Manufacturer: Historically computer manufacturers are the major supplier of software. This
is still true today mainly becausé operating packages are sold'with equipment. However, computer

-
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manufacturers are losing hold of the applications matket. Many organizations who are in the market for

computer technology are realizing that the company supplylng the hardware does not necessarily have
the best software for it.

' Software Houses: This supplier of software Is taking the world by storm, especlally imthe area of ap-

plication packagoes. Software houses are companies whose only business is development and marketing

of softward packages. Usually soft ware houses will either contract to develop customized software for a.

user or will develop packages for mass distribution. By selling the same package to several users both
the seller and buyer benefit. Sellers recoup development cost quicker and increase profits. Buyers can
purchase the package at about.70% less than the cost of havlng it developed. .

Software Broker: A thlrd supplier which is not as vlsiblo as those previously mentioned Is the software
broker. These companies function as go-betweens for developers and buyers, Often the software that a
broker represents are ones that another company has developed in-house and is attempting to recoup
some of the developmént cost by solling it to others. In some cases brt&kers also represent the small

~developer who does not have adequate capital to market histher products nationally.

.

Computer Stores: A fourth supplier of software is the computer store. They are the new upstarts ip.thq
marketing of software. Most often computer stores specialize in software for micro-computers, (i.e.; Ap-
ple Radio Shack, Texas Instruments. etc.). Their market is the computer hobbiest and small busmesses

Turn ‘key Contractors: The fifth supplier of software is the “turn- key systems” contractor. “Turn key

means that all that is needed to have the hardware and software fully operationgl is to turn on the -
machine and supply the data. These compames are contracted to purchase the necessary hardware,

purchase or develop the software, and install it all fully operatnonal at the users location.

Software acquisition is very similar to gettmg a house. One could purchase or trade for an older
home. Whenever one gets an odlder house it is with the assumptnon that it has its'flaws and faults, and
you get it ““as. 1s " This is similar to getting software through a user's group — the software has tobe ac-

- cepted “as is”. If one were in the market for a new house there are several avenues to take One way

}%muld be to contract the design, construction, and complete finishing of the house so that'when the con-
ractor is done all that is needed is to move in. The “turn-key’” computer contractor does the same thing
— presents a completed, ready-to-use product. Since having a house completely done is so expensive,
many only contract to have the “shell” of the house built with the idea that they will do the finishing. It

would then be possible ty shop aroukid and finish the inside as needed or desired. This is similar to what"

happens when one purchiases the hardware and operating packages from a vendor but decides to shop
around for application packages. These days with the high cost of housing many are purchasing the raw
materials of brick, wood, etc. and building their house. There are those who purchase computer
- technology in the same manner — purchasing different pneces of equnpment and shopping agound for
what is wanted in operating and application packages

-

. Acquiring Via Stealing

ware purchaser. When software is bought a license to that software is part of the purchase. You can
be sued if it can be proven that you used licensed software illegally. If you are a licensedvuser and let
someone copy it, you could lose your license to use it. Above and beyond all this, when you “steal” soft-
ware you do not get any support agreements‘or maintenance of it, and normally the software will not

Stealing software refers to the practice of illegalInyyihg .a ('lp'usmg software from a licensed soft-

have any of the necessary documentatlon. whnch gives the mformatnon on how to use and modnfy the

software

‘Since stealing is both unethical and 1llegal the first basic decision to be made is whether to legally ac-
quire or develop the software. In many governmental agencies there is a rather unique situation in that
the acquisition of software i3 not under their direct control. That is, the state has a centralized data pro-
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can be some broad assessment of th_e_ packages as to whether they deal w h

t
*

coasing group which elther makes or greatly influences the decisiens pertaining to the icthlltlon or

_ development of needed software packages. Buch a aituation {s an out-of-house in-house contractor, That

is, the contralized data processing group is in-house to the extent that they are part of the same state

government organization, They are out-of-house In the fact that the group attempting to acquire soft-.

ware has no real control or direct relation to them. Such a situation usually s very frustrating and

creates both a time lag in acquisition of the software and. at times, inadequato software.
How Do 1 Go About l)pddlnj Which Software Package Is Best? . )

"The following discussion p"rovldou a description of a“‘proceu which can be profitable in all these cir-

cumstances. The discussion provides useful information for the person who is to decide whether to ac-

“quire or develop software and the necessary information for establishing justifications for those who
.must get appoval from another source. In eitheraituation it will also select the most useable software.

Define The l’f%blem

The first step to discovering a solution to a problem ls to clearly define the problem in specilic and
understandable terms. The first instinct of many managers of rehabilitation agencies is to skip over
defining the problem and grab for a possible solution. This eagerness to skip over problem definition is
greatly influenced by the impatience of American soclety in general and by American business havigg a
strong tendency toward crisis management; that Is, attending to only those things which are onqﬁ:e

verge or in the state of crisis, A more adequate, reliable, and acceptable solution would be found if the

time and energy ‘were taken to define the problem.

Once the problem has been' defined thought should be given as to whether software packages and
systems already purchased or developed can provide the solution. This becomes the first question —
can we solve the problem with what we already have? If the answer is yes.’fhen the problem is solved.

If the answer is no, then there are several things that need to be done.

It needs to be noted that this process of selecting software which is being presented is based on the
fact that vendor software packages cost less than custom developed software packages (usually about
70% less). Also, if several software packages meet all the :{equirementsand provide the same benefits,
then the one costing the least is most desirable. . ' :

pecify The Requirements - /

The most important step and most often forgotten is to specify the requirements of the software. Re-
quirements, in simple terms, describe what goes in, what comés out, and the different processes from

' collecting data to the disseminating of reports. The:déséription includes the constraints of the

resources available, i.e., dollars, hardware, personnel, etc.’A good requirements description includes: a
clear definition of the problem that js tq be solved along with the context for its solution; a definition of
the functions that must be performed; identification of the.interfaces with equipment and other soft:
ware; a definition of the technical aspects such as equipment configuration, languages, storage devices,

.operating system, etc.; and lastly, a definition of the resource constraints, i.e., people, money, time, etc.

Once the requirements are specified you are ready to move-to the next step. -

>

Gather Information N

The next task is to gather all the availablé information on the pack'ages which you éan‘acquire — via
barter or purchase — that relate tosolving your problem. As the informadtion is being gathered there
r ‘specific problem. -

There are two main ways of finding out about available software packages. Pirst, there are published
compilations which normally provide a general description about each packfge which they include. The

R
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socond way s to eontact®different companies, providing them a general deacription of your re- . }
quirements and then to request information on any package which the company has available for your
acqquisition.

.

Myke Sure It Will Work

An indppth assosamont of uselulness and a prioritizing of the packages can be done when the infor-
mation on each package has been gathered, Queations which will holp in assessing and prioritizing of
the software packages are: ‘ . o

1. Will the software package do what you need? '

Compare_your ruquircmonts with those documented and promised by the package. How close are
they? Does it provide the absolute minimum that you need? At this point several of the packages will be-
dropped from the list of possibilities leaving a s Eallm. more select group of packages from which to
choose, o , .

W

N a .

2. - Can the software packageework on the equipment you have?

“  Thisis somowhnt a technical question but will weed out severa\ other packages from consideration.
This question focuses more on what equipment is required for use] ‘of the package rather than’ the name
brnnd of the equipment.a_

3. Canthe softwnropnckngc work wnth the other software pnck/nguq and systems that you are using?

This question is an extention of the prevnous one. It is rcally hakmg whether the package can run’
with your operating packages. Isit written in a computer languag*: which your equipment can use? And '
how easy will it mterface with your othcr software programs agg systems? :

4. What extra things will the software package do above and beyond meeting the basic re-
quirements? |

In other words, what does this package do that you may not need but would be nice to have? These
v extras are often referred to as “bells and whistles.” ' '

5. What does it take to run the package?

"Thisis really a performance question. How much does it cost to run, in dollars and in computer time?
How much does it cost in person-hours? What i is the burden/benefit cc{t}The best source of such per-
formance evaluation is other users ! C

6. How difficult is the software pSckage to up-grade or change?

_..Every package will at one time or another require changes to be made for it to remain relevant tothe -

~ user’s needs. Making these necessary changes such as adding a new field of data or interfacing 'w‘i\t__lli
newer programs is what is referred to as software maintenance. The package needs to have some
capacity for expansion and modification — this has impact on record lengths and file capacities.

1. What would you have to do or what changes would have to be made to get the packages operating
successfully in your present organization? -

Installation of any software package will require changes; you must define and specify-these changes.
Personnel will require some trainingor, at least, orientation. A new package increases the work load —
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" and to what level of sophistication?

what effeet will this have on the eperation of ather ayatema? Will it by noecasary Lo change the squip-
ment configuration, procedures of operations, sehedules, or forme? Usually the eoat of getting a saft-

ware package operational will far pxeoed the purchasing price of it. Therefore, know what you are in

for. Find out how much and what kinds of assistance the vendor is going to supply. Also study how long
the converalon process will need tabe = ean you immediately go from your present way of daing things
to the software package or will both need to be running simultansously for a period of time?

B, How easy is the package to use?

Part of this queation hax to do with how well the package ls documented, But another part is what

kind of burden does the software package require on those who have contact with it, Is the output eloar -

and underatandable? How difficult Is it to operate; in other words s It “user friendly”? How complex
and attainable are the needed inputs? For the package to he suceessful It must supply the user’s needs
with the least amount of burden.

9. What documentation comes with the package?

With every plece of software questions and probloms arise. To find answers and solutions, good,
clear, comprehensive documentation must be on hand. Uaually the best tool of evaluating packages is
the quantity and quality of the documentation provided. A fairly comprehensive list of documentation
hich should be on hand is: (1) user's manuals;(2) flowcharts; (3) layouta of the inputs, internal records,
orts; and (4) instruction manuals for proparing inputs, utilizing outputs, and operating the
e . Such documentation should meet the needs of the system analyst, programmers, co puter
operators, input suppliers, and output users. If little documentation comes with the package a further
question may be: what documentation can be acquired and for what price? (Note: Many packages are
delivered in compiled or object-language form, which is extremely difficult to modify. If possible, re-
quire a source-language listing which will make it possible to modify and maintain the software.)

-

10. What is the vendor going to do for you? —

The real question is to what extent is the vendor going to support the installation and maintenance of
the software package. Also, what kind of support will be supplied. Will the package be maintained by
the vendor? Will the vendor supply changes or up-to-date versions of the package? Who is responsible
for correcting any problems with the package? Will the vendor modify the package to meet your
specific needs? What about training of your personnel, will the vendor supply it? If so, when, where,

\4

11. What is the history of the package?

“Knowing the history of a software package may provide a basis for knowing if you are the guinea pig

" of a new product or the benefactor of other’s trials. The vendor should supply you with all the pertinent

data as to date of development and installation, who developed it, and for what reasons. Also you should
request_a list of present users of this software package. You should contact several users for their
evaluation of the package. Remember, you will probably be as satisfied or dissatisfied with it as they

‘are. - ‘

Determine Cost

These questions cover the usefulness of the soft_waré package but we cannot forget the financial
aspects. The final question is “How much is it going to cost?” Do not be fooled by thinking the cost ison-
ly the purchase price of the software package. Usually this is incidental compared to the costs of im-
plementing and maintaining it. Implementation cost covers such things as modifying the package to
meet your specific needs, training personnel, modifying existing systems to interface with the new
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packago, converting files, and changing or inatalling equipment. Part of the question of cost may slso
rolate ta what kind of arrangements can be made with the vendor. Can it be loased or just hought
autright?! Who payas for modifications and changos?

At this point you should have before you a prioritized lat of available software packuges with
adsociated coata, This is a long and tinie consuining proeess but it will bo rowarded by a suceossful, well
functivning sofiware parkage. Probably, you have discavered that thers are only a fow software
packagos left from which ta choose. Among those software packages left, which moet the requirements,
the queation alill remains as to how to choose hetween them, oapecially if they eost ahout the same,

Other Tools For Evaluating Soltware Packages

The remaining heavy weight ovaluation tools are user avaluations and bonch mark testing, Talk in-
depth with people who are using the packayo. Ask them specific questions about the vendoe's support,
delays, errors, performance, and problems they have had with it. There are publighed reports on user
ratings of software packages which may also be used in svaluating the packages I‘;d vendors, Secure
the ratings and judge them according to your needs. Finally you may want to test the paehag}:s on your
system. It requires a lot of time and expense to dosign an adequate test, prepare the input data, and
cvaluate the results,

However, if the package is a new product or has very low user ratings, testing of the package on your
own equipment is a necessity. I

Well, you should now he at the point of making an informed decision, U there are software packages
available which fulfill your requirements then the only question is which one to purchase.

What If No Suitable Package Ia Available

But if there is not any suitable software package available, one which meets all your requirements,
then there would seem to be four options available:

1. Lower your requirements so that a software package can fulfill them:

-2, Purchase a software package which can be modified to meet all your requirements;

3. Contract the development of a customized software package;

[} 8

§. "Or. develop the software inhouse.

" If one lowers the requirements, then there needs to be a recyeling back through the process of
whether there are packages available. If one decides instead to modify a package to meet the re:
quirements, then a particular package must be decided upon and a contract for needed modifications
negotiated. S

If. however, neither one of these options is adequate, then the software must be developed, either in-
house or by a custom contractor.If you have the capacity for in-house development, then there needs to
be a feasibility study and estimation of costs. Having those facts in hand a decision needs to be made as
to whether to go with in-house development or not. If there is not in-house developmeat available, then
the option is to contact a custom developer. You should receive bids on the costs of development and
then a decision will need to be made as'to whether to contract development or not.
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' What ls A Heund Contraci

i
[\
2
N T
In those instances where a eoptrachbis o gaed a good sound contraet must be wegutiiled. In

“"’“’fv"‘“'t{“" pot just accept the vendar'veOntrael. A comprehensive and sound contraet B the finel

milestone befors implementation of a yood software paekage. Data I'ro Research Corparation list

twelve hey torms and conditions which should be ransidered. .

1. ‘The guarantos period after inatallation, during which the aupplier will carrect all bugs terrars) and
furnish all required maintenance st no additionsl cost, sheuld be clearly defined, (This period
rangea from 30 dayn (o one year for most of the eurrent packeges) : /0 ;

2. 1 the packag: s found unaeesptable, the contract should permit its return within a specifie period
after instgplation at no cost to the user.

3. A apecified penalty should be imposed againat the vendor for late or incomplete delivery and in-

stallation of the package,
\

4, Uyour orginiﬂtian will be among the first users of u. new package, it may be poesible Lo arrange
{or » reduced price andlor additionsl suppart. . o

5. All n;reed-upob tﬁodl!luliom‘to the packago, togother with the reaponaibility snd deadlines for
‘making them, should be specified in detail. ¢

6. Objectionabls restrictions on the modification or use of the package should be eliminated from the
contraet. ' ’

7. The tmtntlauon,‘bupport. training. and maintenance promised by the vendor should be spelled out
in dotail in the contract, together with the additional coats of these sorvices, il any,

8. The names of the specific individuals who will supply the on-site technical support, or the apecific
qualifications these individuals will have, should be specified in the contract. (It is particularly
desirable in the case of a new, untried packsge to have those who developed it present at installs-
tion time.) .

9. The mwod to be used for éorrectidg bugs {errors) discovered after installation, and the
guaranteed response time for correcting them, should be specilied.

10. The contract should chi(y encﬂy what {lems, in what forms, will be delivered (e.g., source decks
and listings for all programs plus all relevant documentation at installation time, followed by
modified or improved versions of the package whenever these are made available to new buyers).

11. The buye} should be willing to agree to reasonable clauses that protect the supplier's proprietary
rights for forbidding resale or other unauthorized distribution or use of the package.

12. Payment for the package should be contingent upon delivery of all the promised products and ser-
vices and successful operation of the package in your installation.

1 | Purchase A Software Package, Is That All?
There are at least two more steps yet to be com'plct'ed before you can accuraulf state that you have
completed the acquisition of a software package. First is to get the package fully operational; this is

often referred to as implementation. The time {actor of implementation is of course dependent upon the
complexity of the software and its interfacing with existing equipment and systems, Installation.or im-
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plementation ia Aot commpiets uatii the parbage la uperating af peah ofticioncy and s delivering efrof-
ma results. This must be age&iﬁﬁlisssg ia the contsut of boing fully iaterlaced IRla yourF talsl system.
The socond step iaevaluation. The au{ludru jrae h‘c #iusl fre evaluated as tu whother it is delivering
all that was profilsed and contracled. Afs Lhere any aignificant problesms, deliviencies ar limitationa
which are identifisble” A writien repolt should be a necessary part of this evaluatish This repart
should inelude a desvription of the petfmw,mmre and roliability uf the sultware vendor ga well 43, svalys
tion of the suliware pachage itaclf This fepurt ma; aave a felluw purchaser ltw trodhle and pmwcnu
which you have hid to caperiencs. y
This Al Beunds Pretty Ditfieult ,
Where Con | Liet Nome Nelp When | Neod It

The West Virginla Rehabilitation Hesewfeh ahd Training Center ia willing tu provide lechnical
susislatice i your acquisition of relisble sollware which will meol your needs, You will have to mako
the decisions, bul the WVYRTC staff ran gatber relovant information, assimilate it, and present it in s
underatandable lashiva. The asions, “The beller infarmed the decision makor the better his decigjans™
in true. The WVRTC stalf of system analysts, romputer technicians, and researchers can and will plo-
vide lechnical assistanco with computer and suflware related problems upon request.
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.‘ Buckground

Appendlx F

Computer Acquieitnon and Operati(m"{

N

"Miseiesippl Voutionll‘ltehnbl.lltation_ for the Blind -
- . . o

- The Rehabilitation Act of 1978 and subsequent amendments thereto have placed greater demands on - '
‘rehabilitation agencies in terms of service provxsion to clients and agency accountability for such ser- -
,vices. Thus, like other rehabilitation agencles, Mmsxssxppl Vocational Rehabilitation for the Blind

- (MVRB) experlenced a sharp increase in the’amount of raw data generated, routine reportxng re-

'quirements and special reporting requlrements MVRB soon-realized ‘that its manual record-keeping
system could not keep pace with the increasing data output and began searching for an alternatlve :
method which, because of cutbacks in personnel and budgetary constraints, had to be i inexpensive and -
capable of simple and immediate lmplementatmn The answer was found in MVRB's sister agency,

Vocational Rehabilitation State Department of. Education/Mississippi, which had ‘been developing a *
system of computerlzed information retrieval since 1968. In the fall of 1973 the directors of both agen-
cies met and an agreement was reached by which MVRB would use the general agency’s Client Infor- '

. mation System, but without modifications, in exchange for the processmg costs. In mid-1974, MVRB
~ began collecting statistical data for FY-75 caseload reporting. In 1977, the agreement was expanded to
. include MVRB's use of the general agency’s Case Service Expenditure System which . permltted

: ‘retrxeval of limited financial data. Under the conditions of .the orlgmal expanded agreement, MVRB’s *, |
inualyement was strictly a hands-off role. Although this agreement ‘allowed MVRB. to meet its im-

medlat? needs, MVRB management was keenly, aware that the time lapses in processing MVRB data.

“(ten to twenty-elght days from collection.of data to its return to MVRB district offices in a usable form) -

greatly negated the three (3) hallmarks of a sound information sysfem responsxveness, txmehness, ac-

Assessment of Problem Areas . , : -

»A:.rl, . .‘ ' . . ¥ . " .
'With the award of a contract to establish a Model Evaluation Unit (MEU), the Director of MVRB re- .

‘quested that the MEU analyze MVRB's data processing needs and explore possibilities for actualizing
. aninternal data processing system: The MEU's Systems Analyst spearheaded the study of MVRB's ex-
lstmg Management Information System. Assistance was provided by the MVRB staff, the consultative
- serviggs of Gehl and Associates (Atlanta, GA), the consultative and technical services of RSA Region IV
Federal Office (Atlanta, GA) and the research and analytical services of the MEU staff. The study team -

Y +."- identified the single mest glaring deficiency to be the lack of access to avallable data in a form capable

. tlon 1981

.- of supporting the decision-making process necessary for managerial efflcxlency and effectiveness. While
" instances of non-existent information as a deficiency were also identified) the overrldlng concern was

the MVRB had no acceptable method of - easxly retrxevxng usable data g o
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“cessing problems: (1) flex

- Equipment Acquiéition‘ Procedures -

. I. Statement of Purpose

‘E’ .

The“stud.y tedm set the following criteria by which to ju'd‘ge. alternqthre solutions to MVRB's data proQ
ibility of the alternative proposed; (2) accuracy of information via the alter-

’

native proposed; (8) cost of alternative implementation and maintenance? (4) method responsiveness and

. (6) adaptability to change. Change ‘'as used here refers to possible future alterations in routine and

‘special reporting mandates as the result of national and/or state programs and policies. Among the
possible'solutions proposed and considered were: (a) increase the existing staff to expand manual opera-
tion; (b) use microprocessor based flexible disk units to store some data; (c) use off-site batch processing;
(d) use on-site batch processing; (e) use on-site data entry with off-si}e batch processing; and (f) use on-

* site data entry and batch processing..

" During the evaluation of these proposed»alterhati\vrps./ v_e.ndoré of data pfocessing equipment and

systems specialists were contacted to secure their expert input. These vendors included IBM, Data-
pdint, IV-Phase, Telex, and Texas Instruments. Additional evaluative input was provided by the Cen-
tral Data Processing Authority (CDPA ) - State of Mississippi (Jackson, MS), Gehl and Associates

(Atlanta, GA), Mockbee, Edwards and Associates (Jackson, MS), South Central Bell Telephone Com-

pany_{Jackson, MS), and managers of state agency electronic data processing units. Ultimately, the
“study team reached the consensus that MVRB's needs in data processing could best be served through

acquisition of its 6wn data procesging equipment and the actualization of a staff capable of systems -

development exclusively responsive to MVRB's needs.

The first stép in acquiring data priocessing eqﬁipﬁient for:,MVRB was for the MEU's systems analyst

to develop a Proposal for Data Processing System for approval by the MVRB Director and subsequent
submission for approval to the CDPA-Mississippi and. RSA-Washington, D.C. The proposal was

. prepared in accord with the CDPA's format asg it is the agency in Mississippi which has authority

statewide to receive, review, approve or reject all requests for data processing systems. The proposal

_ prepared by the MEU's systems analyst included, briefly, the following:

H

_ Stated findings of study team énd proposed remedial gcti(;n via acquisition of a data processing
system for MVRB. ' DR : ‘

%) i Background . .

" Explained what factors ma'd':e’i_t expedient that MVRB secure and assume management of a data
processing system, how MVRB was-currently handling its data processing needs, and justifica-
- tion to support MVRB's request.” = _ : . '

-
. 4

III. 'Summﬁry of Need Appli_catjoj\s o

9

‘The proposalmoted that a':."é minimum seven systgms_.wefe needed:
A. Case Recording and Ej'xp'endituré System with the minimum capabilifies'of: :
: 1,’~Immediate daté .ent_ry; validation and retrieval at the .s‘ta»té office level;

* 2. Prompt payment fdf vendor services as an-automatic by-product of the system;

. 3. Pro?isidn 7& caseloé_d. and budget reports for 'ﬁeldband district staff on a current basis; -

a



| 4. Responsiveness to the changing needs of mnnagement and of the Federal reporting re-
qulrements.

b. Provision for security and coniidential information,
6. Supporting fiscal accounting by maintaining records in an auditable manner;
7. Supplying data needs for program evaluation. research and planning; and A

8. Alerting management at several levels of any condition“which is unusual orin héed of
immediate attention

(]

" B. Payroll information and Ac_counting System en_compassing tl\e following requirements:

T

1. Data ent'ry. editing, and r rieval by personnel staff as the need occurs;

2. Automatic generatlon of all monthly payroll payments and required reglsters and_
reports,

3. Automatlc distribution of accounting lnformation for state and Federal budgets,

@

-4 Generatlon of all quarterly and annual wage statements.

| 5. Allocation of stu(i and frlnge beneflt costs by program. area, Oor distric_ﬁ- for costAbenefit'
analysis;and -~ : . S o

6. Responsiveness to special reporting requests | g
C. | Admlmstratwe Accountlng and Payments System'deslgned to address _'
1. Ease of data entry, edit, and retrieval by accounting staff
2 Generatlon of vendor payments wnth requlred reglsters and dlstrlbution reports.
3. Allocatlon of expendltures by program area or dlstrlct for cost-beneflt analysls.
4. Generatlon of proJected costs for the budgetlng process. and
7 Llne item comparlson of budget + versus actual costs lncurred
D. Equxpment Inventory Tracking. System characterlzed by C | ‘ g . ‘
| 1 Ease of data_'entry. edit and retrleval by accountlng staff; . | |
2 Generation of budget information r'egarding new‘and‘replacement‘eouipment;
. . 3. Allocation of equipment costs by program. area or district for cost-benefit an‘alysis‘; and E
4. Detail information for conductlng audlts of equlpment statewnde | |
k~

E. Buslness Enterprlse Program (BEP) Informatlon System capable of:

[

s 1. Easy data entry. edit and retrleval by BEP staff;

BeY
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.

2. Tracking and fepor}_lng-all financial transactions by st;and location on a‘ current basis;

3. Providing for automatic generatlon of all required payroll statements and reports by
location; i - L :

4. Generating current Profit and Loss Statements by location;

6. Providing immediate access to eduipment inventory and repair history ‘by location,”
description or ID number; ' - '

v 8. Providing for the 'audi'ting of stock goods at.each location by producing perpetual inven-
’ tory reports; and : ' .

7. Enhancing managerial decisions by. providing current and accurate information for use
at the statewide, area and local levels. ' : . ' .

F. Managemeht Information and Evaluation System designed to include the following
- capabilities: o S - ' o
—~— . . _.‘ ‘ - ." . .
1. Provide state, area, and district caseload profiles for the purpose of allocating agency
resources; ‘ S . C A

" 9. Provide statistical analysis of case chgracterisﬁcs in order to evaluate and project pr'o-' .
~ gram effectiveness; ~ . ' : . ..

3. Provide data neéessary to aés'ign direct and indirect hgency costs on an individual case
basis for.the purpose of evaluating and projecting program efficiency;

4. Provide data necessary to ascertain normal bounds for duration of service provision
and to indicate those instances which fall outside these parameters in order to assure
.program timeliness; : ' : : : :

5. Provide data necessary to summarize the financial standings of each %(VRB component

on a current basis, thereby preventing the under-utilization of Federal allocations in the
. provision of services to clients; o : ’

6. Provide for {he__ project of linetem budget needs baséd on the most current actual and
projected cost figures; - : T . ST no

1. Provide storage and retrieval of data thus permitting the agency to respond quickly to.
3 requests for information from Federal, state, private and public sources; and

8. Reduce the volume of. clerical responsibilities and release saluable manpower for
higher levels of professional action. ' - ' .

' 1V. Alternatives Considered

~ Alternatives previously noted in this article were discussed in depth.

V. | Long R#nge Plan

. The CDPA-Mississippi required that along with a proposal for data processing, the agency sub-
mit a five-year plan which addresssed the projected thrust of the agency in terms of data pro-
cessing. The plan submitted included coverage of such areas as projected upgrades, applica-

- tions, files, equipment, and-the like. ' ' T ‘

S o oenoow 1540
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V1, . Alternative Selected

Explalnod.hgw' the parti¢ular system configuration was selocted. This section of the proposal
cited the critoria used by the study team, the itilization of existing agency resources, the lack
of incroase.in existing agoncy budgeting costs, the availability of limited Foderal funds, and the
fact that no additional agency staff would be. inmediately required as factors impacting the
-selection of a system configuration, . :

) PR . " . B \! .

VII.  System Spécifications

The MVRB proposal listed (1) remoto job entry, (2) data entry, 3) CICS, and (4) local processing

as specifications, addressing each separately so that bids from vendors could be compared

equally. (Advertising for bids on data processing equipment is handled by the CDPA-
/ﬁ;i\:sissippi which, in turn, advises the agency of the bidding outcome.) S

'

~ VIII. . Source of Funds v

. . . v . \v. . )
Contained a statement to'the effect that funds for the acquisition of the proposed system would
come from Federal and state appropriations already budgeted, with no more than 15 percent of

A the system’s cost being covered by state-appropriated funds. . - . :

".. . g . . . >

It should be noted here that the original p.roposal'submitted to the CDPA had to be revised and re-
" submitted in accordance with the CDPA’s.interpretation of the needs of MVRB as described in the
original proposal. : ' , oo :

" The System in Operatioh : E

. The culmination of more than a yeari'@v work came in Janyafy, 1980, whena stand-alone mini‘computer
was installed in the MVRB state office. The acqilisitip#0f this equipment signalled, in MVRB, the ad-,
vent of a new methodology in the agehcy’s design for providing rehabilitation services to Mississippi’s
blind and visually impaired papulation. _ _ _ :

Asof Jl;ﬁ 1980, MVRB's data processing system is under active development. Since all MVRB func-
tions revolve around the activities of field or client service personnel and their interaction with clients,
major efforts have been directed toward developing an on-line update and retrieval system of client
statistical and financial data. When completed, this system will provide timely data for caseload
management at all levels of state agency activities. Considerable effort has also been devotéd to pre-
planning systems and brainstorming with MVRB staff in an effort to identiffy major concetns and an--
ticipate data requirements at each level. . : ~ '

«Beyond refining statistical and financial capabilities, there are plans to devplop a flagging system to
enhance efficiency in agency operations. Such a flagging sy3tem would includeltimely client movement,
timely client contact, Annual Review of IWRP, Review of Ineligibility Decision, and Review of Extend-
ed Enfployment in Facilities, to name but a few of the almost limitless possibilities. :

. NOTE: This prescriptive article necessarily abbreviates certain sfep’s in-,the acquisition and beginning
operation of Mississippi Vocational Rehabilitation for the Blind’s data processing system. Requests for
specific details or answers to questions may be addressed to the Mississippi MEU at P.O. Box 4872,

Jackson, Mississippi 39216 4
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Data System Operation* ‘
Vincent Finelll, Systems Analyst
l)ehw!r'e Division of Vocational Rehabilitation

The Mode! Evaluation Contract has made it possible for Delaware Division of Vocational Rohabilita-
tion (DVR) to make groat strides in the area of computerization, Prior to the Model, DVR's daily up-
dating turnaround tim¢ averaged approximately 16 days (see Flowchart). Compared to some batch
systems this might seem an acceptable turnaround time, but to DVR with its Management by Objec-
tives (MBO) approach, faster turnaround time was required. While operating within the framework of
the Model Contract, dollars wefe not unlimited, and were therefore a constraint as to how equipment
would be purchased and utilized to speed up turnaround time. As seen in the flowchart, the field input
preparation for the daily update consumed three days for management signaturos, approvals, ad-
ministrivia, etc. Mailing from the field via the State-Operated Pony Express required, on the average,

another three days. Coding field input into a format ready for keypunching required one full day. Mail-

ing from Headquarters to the Department of Labor's IBM computer (ten miles away) for processing con-

sumed one-half day, Actual computer keypunching, updating, printing, and bursting output utilized
three days and another half-day was required for the mail trip to return the computer processed up-

dates to DVR. Errof chocking and distribution preparation by DVR's Input/Output Clerk required one
full day. And finally, the mailing from Headquarters back to the field required three days.One complete
cycle of the daily update required 16 working days. ' '

[

Within the constraints of the Model Contract, where was the best place to target efforts to improve

. turnaround time without disrupting field staff and working with Delaware's policy against prolifera- -

tion of computer equipment oytside of Central Data Processing?

The most cost-effective place DVR found to improve daily turnaround time was the area of day
" number7 through day number 12, iniclusive. DVR's analysis showed that with an on-line capability, the
block marked “Current EDP Turnaround Time" (six days) could be reduced to-one day which is shown
in the block marked “New EDP Turnaround Time.” It was expected that savings would come from

eliminating coding, mail&ng to and from the computer, and that processing and checking error lists

would be greatly reduced.

. Flowchart of Average Turnarvund Time lor- DVR: 313
Computer Updated From Field to Headquarters to DOL Newark
For Computer Processing to Headquarters For Data Update

. Checking and Return to Field

r

) ¢ Cutrent EIIP Turnaround Tie —*
Field input for ° ' T :
VASK | computer update . Mailing from field tuding| 3 ) g " ki’ Mailing from
preparation 10 headquarters field _5_ %‘l.lll‘ Processing at n-g oot headquarters to field
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*Reprinted from Program Evaluation in Vocat:’qnal Rehabilitation: Obserbations. No. 3. Rehabilitation Services Adrhinistra-
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Aside from the on.line information aystem of the Delaware State Police, Delaware Stato Government
had no capability for supporting on-line, real time operations. DVR therefore turned to the University
\of Dolaware’s Burroughs B-7700 time-sharing system. This systom was perfectly at home with the
ybrid on-line, real time remotp batch systom that DVR was secking. Cost justification was in DVR's
vor as analysis showed that the agency could maintain data processing at approximately 50% of what

as presently paying and have online, real time capability as woll. As a sidelight, along with on-line
sanlp SP8S, Reporter 11, otc. These were added benefits of the Burroughs system that DVR could -
capilylize on onco a conversion from IBM to the Burroughs was made. In fact, that conversion was made
readily and the new system Is running quite smoothly. " : -

S, v

VR's Inp&utput (I10) operation staff had to learn new ways of data processing. All of the hand

transcribing from one dogument to another was now obsolete. Eliminating the six days at the Depart-

ment of Labor-(DOL) meant no more “slack” time and no more putting off report distribution and key-

ing until tomorrow as backlogs would result. The jobs of keying, printing, and bursting of reports which

were formerly the jobs of the DOL’s Computer site were now the responsibility of the I/0 operator at

DVR. Time budgeting throughout the training process was critical during the beginning phases of the

Burroughs implementation. The new I/0 skills involved the use of printing terminal, display terminal,
dial-up acoustic coupler, CANDE (Burroughs editing language), creating computer files, merging files,

editing files, titling files, signing on and off, etc. This is very complex for someone who has had nocom- .
puter experience. ‘ :

After the few initial bugs of conversion were ironed out and training sessions of field inputband 10 .«
‘g}aﬁ were conducted, thg statistical computer system ran smoothly. ' ' ‘ '

The system's’)peration’ looks much like the “old" statistical computer system ex)cept. currently DVR
now has three computer terminals and associated acoustic couplers. Two of the terminals are 120
characters-per-second DEC LA-120's and the third terminal is the Hewlett Packard Video Display Ter-
minal HP 2621 A. Additionally, DVR has a CPT-8000 word processor which may be used as a backup ter-
minal for the video display or printing terminal. _ )

The I/0 operator receives, batches, keys, edits, runs updates, maintains files, maintains log book,
checks edit reports, prints output, and answers field questions for the statistical computer system as
, cor'nparét'j to the*old” system where batching, coding, mailing, edit checking and distributing were the
primary functions. ' : : o -

In Delaware, the oh-iine. real time has enabled DVR to draStically cut EDP turnaround time from six
days to approximately one to two days, reduce data processing costs, and provide more accurate’and
timely information to the user. ' - » : ’ :

The onirie system also pfovides capability for special studies such as those which are cme-

’

Perhaps the most significant addition DVR has mt-:de~ to its EDP system is an on-line, interactive in- 7{
~  quiry program which allows a user to efficiently display on a CRT a client’s computer record by simply
- entering the Social Security number. ' ' ‘ ' ‘ '
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Appendix G . -

Prime Study Group

N

William Herrick, Chairman
Chief, Staff Development
Division of Vocational Rehabilitation
Des Moines, Iowa

Harvey Schubothe, Deputy Director
Vocational Rehabilitation Division
Salem, Oregon

: - L, Oharles Mﬂler. Jr.
Rehabilitation Workshop AdministgtiOn ~
Training Center
Seattle University .
. Seattle, Washington

Robert Winn, Director -
Bureau for the Blind
Washington, D.C.

Nincent R, Monteforte .
Rehabilitation Consultant )
Vocational Rehabilitation and Counseling Servxce '
Veterans Administration
Washington, D.C.

James Hall
“Maragement Information Specialist
Bureau of Vocational Rehabilitation
Lansing, Michigan

Elizabeth B. Minton, Umversxty Sponsor
Director of Training
West Virginia Research and Training Center .
. Dunbar, West Virginia .- —— oo
.Gail Downing, Program Supervisor *
Office of Vocational Rehabilitation
" Tallahassee, Florida

Mike McGill
Vocational Rehabilitation
Program Evaluation SUperwsor
Departmenr of Institutions, . :
i Social and-Rehabilitation-Services———=
. - Oklahoma C/',ty, Oklaho&
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Full Study Group

Flizaboth Biihelmer, Planning Specialist
Divislon of Rehabilitation Services
Little Rock, Arkansuu

Jamen F. Boyd Asslstant Director

Vocational Rehabilitation Education

Rohabilitation Institute of Chicago
Chicago, Illiinols

James R. Brooks
Rehabilitation Program Supervisor ,
Tennessee Division of Vocational RehnbllitutiOn S
Nashville, Tennessee

William P. Clark, Director
Staff Development and Training
Office of Vocational Rehabilitation

Albany, New York i

Paul Cogsdill, VR Servrco Supervisor
Department of Human Resources
Division of Vocational Rehabilitation
Atlanta, Georgia :

William Colberg, Supervisor
VR Information Systems
Rehabilitation Services Administration
Phoenix, Arizona

William T. Coleman
Rehabilitation Services Admlmstratlon
Region V Office
Chicago, Illinois

Terry Conour
~ Rehabilitation Services Admlmstratlon R

Region V Office -
Chrcago. Illinois - '+ =«
John'l‘ Davis, Chief '

Rehablhtaéfon Services
_Connecticut Board of Education

and Services for the Blind

Wethersfx‘gld Connecticut

——Mllram-&ﬁomeyrSupewmor/Evaiuamn—Umt—w
" Illinois Department of Rehablhtatron Servrces

Sprmgfleld Illinois

----- «-—~Deron—J H&m.-Assrst&nt Adrmmstrawr

Vocational Rehabilitation Services
Providence, Rhode Island 1 5 9

Ed
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Angel L. Jimene# ‘
Commonwealth of Puerto Rico
. Department of Social Services
San Juan, Puurto Rico

Gerald Meyer, Careor Counwlor
Mlnncptn Divialon of Voeational Rehabilitation
Marnhull. Minnesota

Joseph E, Morrow, Chilel
" Evaluation and Program Review
North Carolina Division of Vocational
Rehabilitation Services
Raleigh, North Carollm

'W. Dale Romesburg '
Rahnbll!utlon Services Administration
Reglon V Office
Chicago, lllinols

Jan Staggs, Executive Director
IOICC Illinois Department of Rehabilitation Services
Springfield, Illinols

. Karen Wemper
Management Information Systems
‘Illinois Department of Rehabilitation Services
Springfield, Illinois -

"~ David Ziskind Deputy Commissioner

Vlrgima Department of Rehabilitation Services
Richmond, Virginia
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