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FOREWORD

Fublic leaders in the state of Ohio have looked increasingly
at small business and entrepreneurial development as a means to
revitalize the state's economy and to rejuvenate its human
resources. To help increase the statewide dissemination and
utilization of relevant entrepreneurship education/training
resource information, the National Center helped create an
automated database of approximately 700 resources across Ohio.
Called the "Ohio Entrepreneurship File," the database is availéble
through the ongoing state operated computer network known as the

Ohio

0

areer Information System (OCIS).

The purpose of this planning guide is to serve as a model or
template for organizing and conducting workshops that promote the
awareness and use of the "Ohie Entrepreneurship Fila;“ The
generic content and process information in the guide was prepared
for delivery through any network of interested educators, job
trainers, economic development specialist, or itechnical assistance
providers.

The National Center wishes to thank the many individuals who
nelped produce the "Ohio Entrepreneurship File" and this workshop
planning guide.

First and foremost, appreciation is extended to Mr. Robert
Roliardi and Ms. Claire Durgin of the Houghton Mifflin Company,
which provided the computer support services to this effort.

Additionally, special thanks go to Ms. Marrilyn Shipman and

Ms. Anne Lika of the Ohio Career Information System within the



Ohio Division of Vocational and Career Education. Marrilyn and

Anne provided substantial technical advice, review and moral
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suppa;t which increased greatly the efficiency of our efforts.

Appreciation is also extended to the members of the Shio
itrepreneurship Education Task Force who supplied mailing labels
These contributions served
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Foocgn’tler 1s also extended to Mr. John M. Bebris, Project
[isector, -na M. Geannina Guzman, Graduate Research Assistant,
Wi "®ndu. =4 “ne survey and prepared this planning guide. Thanks

4.80 go t > Ms. Judy Balogh and Ms. Crickett Park who reviewed

7f this guide and provided sage editorial advice. Special
Uhanks zre: extended to Ms. Victoria Gray without whose exéegtional
‘zat-ional skills and typing prowess neither the database nor

this guide would exist.

Ray D. Ryan
Executive Director



EXECUTIVE SUMMARY

This guide serves as a pProgram planning model for a workshop
or series of workshops whose primary purpose is to promote
awareness and share information on the newly created OHIO
ENTREPRENEURSHIP FILE (ENTR). ENTR is one of five state data
files operated on the computerized OHIO CAREER INFORMATION SYSTEM
(OCIS). 1In addition, the program model includes an oppertunity to
promote awareness and share information on other entrepreneurship
education/training efforts undertaken in Ohio.

The model program is designed as a full-day activity and for
delivery through any number of different state-sponsored
education, employment training, or economic development systems.
Generically prepared presentations include--

© sharing information on the automated resource database;

© discussing several model programs in entrepreneurship

education and training (e.g., JTP-OHIO entrepreneurship
training pilot project);

o explaining the activities of the Ohio Entrepreneurship
Education Task Force; and

o discussing specific ideas for local partnerships.

To assist potential workshop sponsors, this workshop planning
guide contains-=-

© project background information;:

© workshop planning recommendations that describe

logistical, organizational and control issues relative to
conducting the workshop;

vi



PROJECT BACKGROUND
The Need

The Ohio Department of Education, through its Division of

Vocational and Career Education, sponsors the Ohio Entrepre-
neurship Education Task Force, whose members represent various

state agencies and organizations that operate service delivery

networks for entrepreneurial development. The task force conducts
efforts to encourage linkages and partnership activities between

all these organizations statewide.

In support of these state ﬁask force initiatives, JTP-OHIO
through its State Education and Grants Advisory Council funded a

-database development project that was successfully completed in

‘UFI
e

’NQvembér 1984. Since that time, there has been increased inte

in entreépreneurship as a job-creation and economic éevelgpménﬁ
activity for Ohio. The database developed in 1984 covered about
700 entrepreneurship training and consulting resource organiza-
tions. The database needed to be updated, developed further, made
available on a continuous basis, and made more accessible.

The Project

The purpose of this project was to help increase
collaborative linkages in support of local self-employment and

entrepreneurship training programs. To attain this goal, the

]
Qo



National Center for Research in Vocational Education sought to
enhance the statewide dissemination and utilization of relevant
entrepreneurship education/training resource information.

To acc@mglish the projects' dissemination and utilization

objectives, National Center focused on two tasks—-

e Help develop an automated database of entrepreneurship
education, training, and technical assistance resources.

® Plan statewide outreach/prcmotion campaign.

velopment of an automated

1]

The refinement and further d

1]

entrepreneurship training resource database served as the primary
b'fécus of this effort. Using the data gathered in 1984 as a |
springboard, National Center staff concentrated on--
¢ expanding the breadth of resources captured;
ndardizing the data inputs and outputs; and

ng the database available on a continuing basis
gh the automated Ohioc Career Information System
)

To ensure maximum dissemination and utilizatior of the
resource informatiom, National Center staff assisted OCIS in
’,pramgting the use of the database. Project staff prepared a model
 “train the trainer" workshop program package for use with various
state service delivery systems. In addition, project staff
planned and conducted a "Legislative Breakfast" to brief

interested state officials on the database and on other
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E;pegtédféut;émas

As a result of this effort, an up=to~-date, automated data
file on entrepreneurship education and training resources (Ohio
Entrepreneurship File--ENTR) was added to the ongoing Ohio Career
Information System. In addition, a model workshop program package
was prepared to help promote the use of the new database by

various state operated service networks.

Audience
The principal target groups for this proposed dissemination
and utilization effort comprised local educators, Jjob training

- service providers, and economic development specialists.

Sponsorship

This project was sponsored by the Division of Vocaticnal and
Career Education, Ohio Department of Education in cooperation with
the State Education and Training Grant Advisory Council and JTP-

Ohio.
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WORKSHOP PLANNING RECOMMENDATIONS

The following workshop planning recommendations are based on

the National Center's experience in conducting a series of
statewide workshops in ' a similar effort for the Ohio Division of

hese nine recommendations

=3

Vocational and Career Education.

ht of sponsor agency

should be considered and adapted in

=
i

(3

goals/objectives and local site coordination constraints.

As an initial step, workshop planning staff should develop a
kténtative, l-day workshop agenda. Planning staff should seek
senior program management input and approval on the proposed
agenda to ensure program congruence and agency commitment to the
workshop efforts. |

As a second step, planning staff should identify and obtain
- commitment from the desired number of individuals to serve as
‘ local workshop coordinators. Senior program management assistance
toward this end will prove invaluable. Other sources of potential

' assistance may include existing partnership agreements with other

state agencies, members of the Ohio Entrepreneurship Education
Task Force, and/cr the National Center.

Once agreement has been reached with the desired number of
rdinators, a third step would constitute the transmittal

ite co

1]
L]
9]

ocal coordinators of a list of minimal requirements for a host

e
[

o
site and a range of possible workshops dates. Several common

facility needs at all locations might include-—-—

¢ 1l



® an auditorium that will seat at least 100 people,

® adequate available parking space,

cr
oy

®* a lunchroom nearby that could be used by participants
MINIMIZE the time needed for a lunch brealk,

® access to coffee facilities,

. podium/microphone depending on size of room, and

® two or three breakout rooms for small group sessions.
In scheduliﬁg the proposed workshops, Planning staff should
establish suffi:iéﬂtly long time intervals between iﬁdividﬁal

workshops so as to maintain adequate control over the entire

£

wl'h\

Q,, ti

M

As the dates for the individual workshops become fixed,
-planning staff should conduct a fourth step ;hat includes site

visits to all workshop locations. On these visits, planning staff
should review operational progress with local coordinators and |

inspect proposed host facilities to confirm adequacy of workshop

0
by
w
[i7]
(™
m

Fifth, planning staff may want t t
~with centralized promotion and registration for the individual
wérkshags_ Using various mailing lists available through the
sﬁ@ns@ring agency and sister state agencies, planning stafsf éan
blanket the state with promotional material and workshop
invitations/registrations. As registration forms arrive, planﬁing
staff can send to registrants confirmation letters (step six) and

kthéreby monitor progress on each individual worksho§ site.




As a seventh step, planning staff need to prepare workashop
packets to be given to each workshop participant as they
"check in." Each packet should include, at a minimum, the
following (éée sample in appropriate sections of this guide)--

e agenda;

e Ohio Entrepreneurship File (EQTR) brochure:

e Ohio Career Information System materials, including the
Ohio Entrepreneurship File User's Guide:;

¢ sample survey forms:

.
o

ther program fact sheets:

@ workshop evaluation form;

®
]

ist of Ohio Entrepreneurship Education Task Force
members; and

e participant list.

Planning staff should encourage site coordinators to add to the
final packet any additional material on relevant local
information.

As an eighth step, planning staff should establish a
procedure to collect and organize the data generated oy the two
brainstorming sessions. This will help staff as they later
synthesize and report the outcomes of the workshop effort.

Finally (step nine), planning staff should establish a
procedure to collect and organize the evaluation forms completed

by workshop participants. This will help staff later as they

synthesize and report the impact of the workshop effort.



SAMPLE AGENDA

The sample agenda that follows lists time lines, content/
process issues, and potential resources for a model workshop
program on the OHIO ENTREPRENEURSHIP FILE (ENTR) and other
entrepreneurship education/training efforts in Ohio.

The overall worksﬁop pProgram represents a 6-hour activity

beginning at 9:00 a.m. and adjourning at 4:00 p.m.

TIME ISSUES RESOURCES

9:00 a.m. REGISTRATION-- Local site coordinator
Depending on site and/or staff.
and/or resource con-
straints, coffee should
be available for early
arrivals. Policies/
procedures for registra-
tion should be determined
by sponsoring agency.

9:20 a.m. WELCOME--Site coordi- Local site coordinator
nator should welcome and/or sponsor agency
guests, introduce representative.
speakers, and review

agenda.

9:40 a.m. KEYNOTE SPEAKER-- Source networks from which
Local site coordinmator to solicit speakers in-
Or SpPOnNsSor agency cluding JTP-Ohio, title
representative should IIY procram planning
introduce speaker. staff, Ohio Division of
Appropriate local Vocational and Career
leader should Education, Ohio Technology
discuss role of Transfer Organization, Ohio
entrepreneurship educa- Department of Development.




10:00 a.m.

11:00 a.m.

NOON

ISSUES

tion/training in the
econamic development
Process. Presentation
should be motivational
tion of resources and
partnership development.

OHIO ENTREPRENEURSHIP
FILE (ENTR)--National
Center staff person
will describe ENTR and
provide background on
project. OCIS staff
person will describe
the host database and
instruct audience on
how to access ENTR
through OCIS.

SMALL GROUP PRACTICUM--
Workshop participants
break out into small
groups to practice on
personal computers
available on site.
Workshor sponsor should
determine on what basis
to divide the small
groups. Some common
denominator should be
used. It is not
advisable to divide
group into random sub-
groups.

LUNCH--If possible,
lunch should be pro-
vided in nearby
facilities to mini-
mize "downtime." IFf
lunchroom is unavail-
able, consider having
lunch catered.

[on )

RESOURCES

Small Business Enterprise
Program, local chamber of
commerce, local elected
officials.

Staff from the Ohio Career
Information System and the
National Center for
Research in Veocational
Education.

Staff from the 0OCIS and
the National Center. IFf
PCs are unavailable from
an external source, then
workshop may need to be
planned at 1 of 27
state-supported data
centers running OCIS.

If sponsoring agency is
unable to subsidize lunch
costs, consider recover-
ing costs through
registration fees.



l1:00 p.m.

2:00 p.m.

I53UES

SMALL GROUP BRAIN-
STORMING I--Reconvene
small groups on the
same basis as they
divided before lunch.
Using the "Nominal
Group Technique,"

or some similar

group process, ask
small groups to
generate ideas on how
to creatively use
and/or apply the

ENTR data file in
coordinating or de-
livering local pro-
grams. Local site
coordinator may want
to assign workshop
staff persons to serve
as small group facili-
tators rather than
burden potential parti-
cipants. This will
also allow for better
execution and control
of the group process.

OTHER OHIQ PROGRAMS--
Local site coordinator/
host should introduce
panel of spesakers. At
a minimum, speakers
should represent these
entrepreneurship pro-
grams identified in
the Program Fact
Sheets section of

this guide.

RESOURCES

Flip charts, overhead
projectors, and other
larger supplies may be
available at the host
site. Sponsoring agency
may be able to supply ,
these as well. Iocal site
coordinators may seek out
a planning partner who may
be able to supply these
items. Smaller supplies--
e.g., paper, pens, masking
tape, index cards--should
be supplied by spensoring
agency.

Use HO-1, "Nominal Group
Technique: Leader's
Guide" as a group process
model for this and sub-
sequent small group
sessions. Use HO-1 as the
focal piece in describing
the purpose and expected
results of the sessions.

For help in identifying
other programs, contact
the National Center, the
Ohio Division of
Vocational and Career
Education, the JTP-OHIO--
Title III Program Planning
Office, Ohio Department
of Development--0Office of
Small and Developing
Business.



TIME ISSUES RESOURCES

3:00 p.m. SMALL GROUP BRAIN- See comments for 1:00
STORMING II--Recon- P.m. brainstorming
vene small groups as session.

before. Using same
group process,

ask small groups

to generate
recommendations to
sponsor agency on how
best to integrate and
use information
learmed today in im=-
proving program per-
formance, ceocordination,
and leverage.

3:45 p.m. REPORT BACK TO LARGE Nothing special is
GROUP--Site Coordi- required.
nator and/or sponsor
agency representative
asks small group
facilitators to sum-
marize results of
brainstorming sessions.

4:00 p.m. ADJOURN--Sponsor agency Nothing special is
representative and/or reguired. Some staff help
local site coordinator may be needed in cleaning
should thank speakers up and collecting
and participants for material.

attending. Leave

group with a challenge
for future or a motiva-
tional "pearl of widsom."

e
3
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NOMINAL GROUP TECHNIQUE (NGT): LEADERS GUIDE*
1. Present the question to the group verbally and in writing.
2. Silent generation of ideas in writing.
a. Have the written question in front of the group.
b. Resist non-process clarifications.
c. Model good group behavior.
d. Discourage members from disrupting the group.
e. Allow five minutes for this activity.
3. Round-Robin recording of ideas.
a. Members contribute ideas one perscon at a time,
in sequence.
b. Members have the right to pass (encourage them
to participate) .
c. Do not discuss the ideas at this time.
d. Hitchhiking OK.
e. Omit duplicate items.
f. Record the ideas in the members own words.
4. Serial discussion.
a. Pace the discussion.
b. Do not force the authors of ideas to defend themselves.
c. Recognize differences but do not allow arguments (the
purpose of discussion is to clarify ideas not
resolve differences).
5. Preliminary vote.

a. Select the number of items on which each member will
vote: . five, seven, or nine.

b. Provide each member with the appropriate number of
3 x 5 cards.

c. Allow time for the members to select what they think
are the best ideas from the list.

d. Members then place the item number in the upper left
hand corner of the card and the item description in
the center of the card. They are not to rank order
the items yet.

e. Wait for the group to complete this task before going

cn.

rank 1t “7“ (ar S or 5) and place the rank numbér in
the lower right haﬁﬂ corner of the card and underline
it "1". Next thev select the most important item ot
the remaining ones and rank it "6" (or 8, or 4). They
continue to asglgn ranks in an alterrating manner
until all of the items they have selected have been
ranked.

Record the votes on a tally sheet.

Add the votes to determine the total for each item.

= 1o
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HO-1 (continued)

6. Discussion of the preliminary vote.

a. The purpose of this task is to clarify the items.
b. The discussion should be brief.
¢. Similar items may be combined.

d. No vote items may be eliminated.

a. Skould be conducted the same as the preliminary vote.
b. The final tally is the result of the NGT process.

*Adapted from: Group Technigques for Program Planning. by
Andre Delbecqg, Andrew Van de Ven, and David Gustafson.




OHIO ENTREPRENEURSHIP FILE
(ENTR)

In tLhis section of the workshop planning guide are copies of

informational material on the ENTR file itself. These sample

Lm\

copies should serve as masters from which to duplicate sets of th

material for inclusion into workshop participant packets. The

‘m‘

information pieces include the fellowing items:

HANDOQUT

NUMBER NAME USE

\q‘

HO-2 FACT SHEET The FACT SHEET describes the
wha, what, when, where and why
issues related to the ENTR file
itself. Use HO-2 as the focal
pPiece in describing the ENTR
file.

HO-3 SURVEY The SURVEY is a sampie copy of
the actual instrument used to
collect the data that now
comprises the ENTR file. Use
HO-3 as a background piece in
describing the nature of the
information contained in ENTR.

HO-4 INSTRUCTION The INSTRUCTION piece is a
sample copy of the comparison
piece to the survey instrument.
HO-4 provides definitions for
the response items in the
survey. Use HO-4 as background
in descrlblng the nature of the
information in the ENTR file.

CHARACTERISTIC The CHARACTERISTIC LIST shows

LIST the distribution of survey
responses in the final database.
Use HO-5 as a focal point in
discussing the nature of the
content of the ENTR file.

|
Ln
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OHIO ENTREPRENEURSHIP
FILE FACT SHEET

WHAT IS5 ENTR

The OHIO ENTREPRENEURSHIP FILE, (ENTR) is
file within the Chio Career Information System
vou with resource information on organizations
cffering local entrepreneurship education, traini
as=i .n ices.,

~“hen requesting information about cne of
list the fcllowing:

@ Contact Information name, address, phone

¢ Organization Tvpe public agency, fcocundation,
assoclation, business
enterprise, 4-year cc
year college, adult =~
center, proprietary scheool,
jeint veoeational schoecl, or
comprehensive nigh school

¢ Professional Services training, counseling, 1
referral services, sgeal
and/or paid consultants

e Products Available pamphlets, resource material,

publications, information
sezrches, computer software,
and/or audiovisual materials

14
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HO-2 (continued)

WHO BENEFITS

® Assistance Agencies
® Educators/Trainers
ENTR identifies local source of education, training, and
pro ducts which will benefits those who are interested in starting

or improving the operation of their own business.

In addition, the resources listed in ENTR will help increase

the scope of services and/or training opportunities provided by
those who help small business pPersons.

ADVANTAGES

e Up-to-date information
e Fast retrieval of information

® One-stop source of comprehensive information
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® Printouts make it easy to compare
resource follow-up

nd select appropriate
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HO-2 (continued)
WHERE IS ENTR

ENTR may be as close as your local high school, vecational
center, college/university, public library, Private Industry
Council, or state-supported computer data center. The comput-
erized data within ENTR may be accessed throughout Ohio by more
than 550 computer terminal sites. All of these sites are a part
of the extensive Ohio Career Information System (OCIS) computer
and terminal network.

A computer-based guidance information system, OCIS provides
instantaneous access to a wealth of national, state and local data
about occupations, educational training programs and financial
aid. ENTR is one of seven state files, that along with six other
national data files make OCIS the largest combined state and
national data base in the nation.

The Ohio Entrepreneurship File, ENTR, within OCIs, is a part
of the Ohie Department of Education, Division of Vocational &
Career Education, Career Development Service.

HOW TO GET ENTR

To find your closest OCIS terminal site, call a near-by
state-supported data center (see list on next panel). Ask to be
directed to the school/library/agency that can help vou access
OCIS. Make an appointment at this location to use 0OCIS and to
specifically access the OHIO ENTREFPRENEURSHIP FILE. In addition
to the assistance from an on-site specialist, each terminal site
has a special OHIO ENTREPRENEURSHIFP FILE USER'S GUIDE that will
help you access ENTR with only a few simple commands.

ADDITIONAL INFORMATION

For additional information, please contact the OCIS staff at
the following address and telephone number:

Ohio Career Information System
Ohio Department of Education
65 5. Front Street, Room 908
Columbus, Ohio 43266-0308
(614) 462-6771

le
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OHIO ENTREPRENEURSH!P FILE SURVEY

Please complete the Ohio Entrepreneurship File Survey using the instruction page. This survey
is to be used to profile small business resources/services available in the State of Ohio. Your completed

form will be incorporated into a state-wide database as part of the ongoing Ohio Career Information
System (OCIS).

Each listed organization will be asked to provide information on their organization‘s entre-
preneurship education and training resources for current and future entrepreneurs. In Eddit‘iﬁ)ﬁ,; this
database is intended to serve the educators, job training and economic development communities in
Ohio as a resource to plan and operate training and support programs.

Please return ycur completed survey form to:

John M. Bebris

Eﬁtrépféneurship Project Director

The National Center for Research
in Vocational Education

The Ohio State University

1960 Kenny Road

Columbus, OH 43210-1090

(614) 486-3655

1. ORGANIZATION: , ,,, , o —

CONTACT (Dr., Mr., Ms.):

POSITION/TITLE: —_— -
DEPARTMENT/DIVISION: — - . - N
ADDREsSs: , _ . , —_— —
CiTY: _ - _ STATE: — 7 ZIp: _

FiHONE: ( ) , -

DATE COMPLETED:

PERSON COMPLETING SURVEY: _ _




2. OTHER OCIS FILES:
—_ Col 4 For internal use only.
—_— Col 2 Please do not mark.
— Prop
—_ Voca
3. ORGANIZATION TYPE:
91) ——— Public Service Agency/Organization
(92) —  Foundation
(83) ——  Professional/Business Association
(94) ——  Business Enterprise

(95) —— 4-Year College
(96) — . 2-Year College

(97) e Adult Vocational Center

(98) —— Proprietary School

{99) ——. Joint Vocational School
(100) ——  Comprehensive High School

4. ORGANIZATION SCOPE:

{108) . National
(107} _—  State

{108) —  County/City

5. PROFESSIONAL SERVICES:

(111) ——  Training

(112) —  Counseling

(113) _ Library

(114) —— . Referral Sarvice=z
{115) — __  Speakers

(118) - Paid Consultant

6. PRODUCTS AVAILABLE:

(121) . Pamphlets

(122) ——— Resource Material
(123) —_ Publications

(124) —— . Information searches
(125) —. Computer seftware
(1286) —— _  Audio-visual materiais




7. SPECIAL TRAINING OR SERVICES:

(131) —— Business Startup Basics

(132) —— Entrepreneurship Career Exploration
(133) ——— Small Business and the Economy
(134) —— Businee<s Plan Preparation

(135) _ On-Site Training and Problem Solving
(136) —— Marketing Strategies

(137) = Business Site Analysis

(138) ——— Small Business Financing

(139) ——. Small Business Legal Issues

(140) ——— Government Regulations

(141) ———e. Market Research

(142) ————— Smail Business Management

(143) ——  Personnel Policies and Procedures
(144) e Promotion and Sales

(145) ——.— Business Records/Accounting

(148) ——  Risk Management

(147) ————— Small Business Computer Systems
{148) . Small Business Fiscal Analysis/Forecasting
{149) ———— .. Small Businass Tax Preparation

8. PRODUCTS/SERVICES AVAILABLE

{156} - For Purchase
(157) — At NoCost
(188) . ___ _  For Loan

9. TARGET AUDIENCE:

(161) ——— Elementary School Students
(162) —  Secondary School Students
(163) ~——— Adult Vocational Education Programs
{164) —  Postsecondary School Students
(165) —— . Potential Entrepreneurs (Pre-Business)
(166) —— . Existing Entrepreneurs
(167) —— . Teachers
(168) — . Special Populations
19
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10. OHIO COUNTIES SERVED:

(01) ___  Adams
(02) Allen
(03) Ashland
(04) Ashtabula
(05) Athens
(08) Auglaize
(07) Belmont
(08} Brown
(09) Butler
10} Carroll
(11) .. Champaign
(12) Clark

(13) Clermont
(14) ] Clinton
(15) Columbia
(16) Coshocton
(17) Crawford
Cuyahoga
Darke
Defiance
Delaware

(18) ____
(19) _____ -
(200 _____
21
(22) ________ Erie

(23 ____ Fairfield
(24) ___ Fayette
(25) Franklin
(26) ——__ Fulton
27) ———_ Gallia
(28) _______ Geauga
(29 —_ Greene
(30 Guernsey
(31 Hamilton
(32) ___ Hancock
(33) _ ___ Hardin
(34) Harrison
Henry
Highland
Hocking
Holmes
Huron
Jackson

o et
|
|

‘ ‘

(35) _
(36) .
(37) )

(38)  ___
(39) ___
(40) ___
(41) — Jefferson
(42)  ___  Knox
(43) _____ Lake
(44) _——____ Lawrence

(89)

e Entire State

(45)
(46)
(47)
(48)
(49)
(50)
(51)
(62°
(53)
(54)
(55)
(56)
(57)
(58)
(59)
(60)
(61)
(62)
(63)
(64)
(65)
(66)
(67)
(68)
(69)
(70)
(71)
(72)
(73)
(74)
(75)
(76)
(77)
(78)
(79)
(80)
(81)
(82)
(83)
(84)
(85)
(86)
(87)
(88)

20
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__._Licking
— . -Dgan
__Lorain
Lucas
_Madison
__Mahoning
__Marion
_Medina
_Meigs
__Mercer
__Miami
—_Monroe
Montgomery

- Morgan

—\_ Morrow

- __Muskingum
—Noble

_Ottawa
___Paulding
___Perry
) _Pickaway

- Pike
——_Portage
——Preble
—Putnam
— —Richland
Ross

-Sandusky
— __Scioto
—_— _Senecs
— Shelby
. Stark
_ Summitt
e _Trumbuli
—_Tuscarawas
- —_Union
—_Van Wert

. _Vinton
—Warren
Washington
—_Wayne
____Williams
. Wood

—Wyandot
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INSTAYI0NG R=0R COMPLETION OF THE
OHIO BREPAE=NEURSHIP FILE SURVEY

These Instructions are to be used Wompiete== the Ohio Entrepreneurship File Survey. Please print
your responses legibly on the Suleyuestior—naire o1 mark the ppropnate answer neatly in the spaces
provided.

1. Organization: Please print Ywuorganiz =ation’s complete name.

Cj@“tagt (Dr. Mr. MS.) ! puee salpe=ct appropriate salutation and print the name as it
should appear on Corréxyence,

Person Completing Suf\y piguse  print your name 1 .t 1s different from the contact
person.

Other OCIS Files: Thase C¥yries are== for internal use only. Please do not mark in this
section.

[N

3.  Organization Type:

Public Service AQEﬁGV/quanizatiau:‘n refers to any government or quasi-government
agency.

Foundation refers to anyy for-pr —ofit philanthropic entity.
Prﬂfessignalfsxuﬁinass Pxyition 1= fers to riembership organizations whose purpose
s to promote 'f‘div‘dugt‘élhusiness m=1embers and to enhance the profession/industry as
a whole, {e.g., Ohio HoMyiers ~\ssociation, Ohio Retail Permit Holders Association,
Ohio Society of Certifietyylic ace countants, Ohio Library Association, etc.)

Business Enterprise referyy; for 5 profir organization, a business or corporatior.
4-year college refers (0 Peygeondesary school, a 4.year curriculum of study.

2-year college refers 10 Poyponda sry school, a 2-vear curriculum of study.

Adult VVccaﬁénal Cente' ysroa non -degree continuing education program, post-
secondary, focused at adwypyt noost part of a 2.year or 4-year colleye.

Proprietary School refers v~ ately owned and/or operated educational institution.

Jrt Vocational Schoof ~y 1o 4 ey 1gh school degree program specializing in vocational
©o4ining.

Comprehensive High 5chqyuiers 1= 4 public or private four year secondary school and
includes middle andsor Umghigh se=hools.

21
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Aruitoxt provided by Eic:

HO-4 (continued)

4, Or=rganization Scope
R efers to the geographic limit{sof the organizati on's targer r=narket.
5. Pe—ofessional Services

Se=lect any or all services providiby your organi=ations from = the list that follows:

Counseling: Advisory funtion, help in prov iding plannirzng ideas for small business.

Library: Refers to a collecton of published materials ava-ailable to the public on a lended
or on-site use basis.

Referral Services: Act as amource which connects an iredividual with the appropriate
source for expert informatinand services.

Speakers: Service that proiijes individuai(s) who speak —on specific topics in order to
inform, or train,

Paid Consultant: Counsel (private expertise in a paid ac=dlvisory function to small
businesses or interested indyiduals,

6. Prcducts Available

Pamphlets: Refers to infomtional not adve Ttising piece=-s for entrepreneurship education
and training.

Resource Materiai: Refers tublished mater3als available= to the public.

Publications: Refers 10 anypinted material, e.q., books, pamphlets, manuscripts, etc,
available to the public, or onirestricted basis.

Information Searches: Refisto the ability to search anc— retrieve information from
various computer databases,

Computer Software: Referstoproduction or maintenarce=e of computer software for loan
or for sale.

Audio-visual Materials: Refito production ©r maintenas rice of filmstrips, videotapes,
cassettes, movies, etc. availalkto the public, ©ron a restra icted basis.

7. Spe—cial Training or Services
Ind®E cate any or all areas that applyto the services asd traiming —orovided by your organization.

Business Startup Basics: Senices or training providing basi =ic small business skills.

22
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Aruitoxt provided by Eic:

HO=-4 (continued)

Entrepreneurship Career Exploration: Refers to special sservices in small business
exploration,

Small Businesand the Economy: Refers to special serviczes and training in knowing the
role of smallbuisiness vis-a'-vis the economy.

Business PlanPreparation: Refers to special expertise in the planning, development and
organization of a b usiness plan,

On-Site Training arvd Problem Salving: Refers to special services and training expertise
in selection anduse of professional consultants,

Marketing Strstegies: Refers to special expertise in definizg marketing plans, identifying
target market;, in @valuating selected marketing activities . and interpreting market
research.

Business Site Analysis: Refers to special zarvices or traire 1ng expertise in identifying
factors to consider for selecting a site, determining costs . a site and analyzing customer

access, parkiny, trarnsportation, etc.

Smail BusinesLegal Issues: Refers to special services aned/or training in knowing the
major legal issues to be faced in protecting the business.

Government Regulations: Refers to special services and tr=aining in compliance issues
Market Research: R efers to speical services or training in lxnowing how to obtain and use
market information .

Small BusinessManagement: Refers to special services ancd training in planning, making
decisions and establishing contro! practices and proceduress for small enterprises.

Personnel Polices and Procedures: Refers to special services and training in: motivating,
supervising, andtraiming emplcyees; as well as developing j ©b descriptions, and employee

compensation pickages,

Promotion andSales: Refers co special training and service in: creating and evaluating
effective advertising and promotional plans.

Business RecordAccounting: Refers to services and trairking in: bookkeeping, record-
keeping and eviluating business transactions.

Risk Management: R efers to services and training in: maxcimizing opportunities and
minimizing risks to srnall businesses.

Small BusinessComputer Systems: Refers to services and tr-aining in: using microcomputer
applications for financial and records management.

23
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HO-4 (continued)

Srenall Business Fiscal Analy==sis/Forecasting:ffers to special  services and trainingin:
urederstanding cash flow pat—terns, analyzingiouble spots, are=d preparing approprige
fisazal documents.

Small Business Tax Preparat-—ion: Refers towmices and train = ing in: understandingand
maintaining information to Forepare tax form

Product=s/Services Available

oo

Please irzdicate whether products e=or services Provikd by your. orga nization are obtainable by
the publ icthrough purchase, at nc= cost, or can Biborrow /4 and re=turned (for loan).

9. Target Auudience
Please se lect any of the following =10 whom your pduct(s) or servEE ce(s) are targeted:
Eleementary School Students  nrovide publicuprivate educati “on in grades K-8,
Secoondary School Students =zrovide public apivate educatio.n in grades 9-12.

Adux it Vocational Education F=rograms: Norsdyee programs fe=or adults in technicalsills
areass,

Post-secondary School Stud=:. s refers to pu bltand private ed__ication beyond the
seco ndary level inciuding 2- ac=nd 4.year colley technical and E>usiness schools, ete,

Pote=ntial Entrepreneurs (Pre- -Busjness): Refiusto individuals wvho are exploring avilsble
busiress opportunities or are =still in the Plaruin stages regardis=ng owning their own mall
busimess,

Exiseing Entrepreneurs: Refer=s to individuaisho are already =self-emplayed or whiown
and Operate their own busines==ses. :

TeacEners refers to educators ae= all levels in Publeor private ins=xitutions.

Special Populations: Refers tco women, minaiies, handicappe—, veterans, senior G itizens,
out o sthool youth, displaced adults, correctininmates, ete.

ERIC

Aruitoxt provided by Eic:
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HO-5
(continued)
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(continued)

Dﬂiﬂ Frntrerrencurahis Charscterislic Liact

PRHFF?%IDNQI SERVICES
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SFECIAL TRAINING OR SERVICES
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Swall Rusinmass and Lhe f-f Gnromy
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OHIO CAREER INFORMATION SYSTEM (OCIS)

I-mn this section of the workshop planning guide are

I n

inform=ation materials on the Ohio Career Information System

(0OCIS) . These materials serve as samples of OCIS fact sheets that

should be duplicated and included in the workshop packets for

distriZPution to workshop participants. On the following pages you

will f. 3ind these handouts:

HANDOU=T

NUMBER NAME USE

HO-6 INTRODUCTION The INTRODUCTION and SUCCESS STORY

HO=7 SUCCESS STORY piecas describe OCIS background,
operations and user facts. Use HO-
6 and HO-7 as focal pieces in

describing the who, what, when,
where and why of OCIS.

HO-8 GENERAL The GENERAL INSTRUCTIONS provide
INSTRUCTIONS step-by-step instructions on how to
access OCIS and hew teo leog con to
individual files within the
system. Use HO-8 as the focal
Piece in "walking through" the
procedures used to access OCIS.

HO-9 PRINTED The PRINTED RESQOURCES to use with
RESOURCES OCIS identifies and describes
various published resources that
can supplement the information on
OCIs. Use HO-9 as a referral
source to other assistance and

HO-10 STATE-SUPPORTED The two lists of STATE-SUPFORTED
DATA CENTERS DATA CENTERS identify contact

points where OCIS software is being
run. Use HO-~10 as a referral
source to nearest points of local
contact for information on
accessing both OCIS and the ENTR
file.
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HO-6

INTRODUCTION

The Ohio Career Information System (OCIS) is a computer-based guidance
information system designed to provide remote instantaneous state and
national data regarding occupations and educational institutions.

The data are organized in separate "files". The occupation file contains
data concerning over one thousand occupations, including emp1oyment pro-
jections and salary information for a number of occupations in Ohio.
Education files include a compliete 1isting of two-year, four-year and
graduate colleges in the nation. Additional files include Ohio voca-
tional and proprietary schoals, state and national financial aid, health
careers, armed services occupations, adult continuing education, and Qhio
career education activities.

Through a terminal loccated in a school, social service agency, or library,
a student, counselor, or client may type simple commands to request
certain information. The computer responds immediately by typing the
desired information from computer-stored data files. In this way, each
user can interact in a unique manner with the vast amount of information.

OCIS is an integral part of the Ohio Department of Education, Division
of Vocational & Career Education, Career Development Service.

For additional information please contact:

Ohio Career Information System
Room 902 - 65 South Front 5t.
Columbus, Ohio 43215

(674) 462-6771



OCIS: A SUCCESS STORY

Ohio is a national leader in the development and implementation of a state-
wide computerized career information delivery system. The Ohio Career Information
System has the largest combined state and national data base in the nation. Ohig
is the only state to completely integrate and coordinate the services of Vocational
Education, Career Education, the State Occupational Information Coordinating Com-
mittee, and a computerized career informatian system. OCIS has proven to be a
valuable resource to individuais at all levels of the career development process.

Ohio was one of the orfginal states to receive funding from the Department of
Labor to develop a model career information delivery system beginning in August,
1975. The Ohio Department of Economic and Community Development was the original
grantee. Guidance Information System (GIS), as developed by the Houghton-Mifflin
Publishing Company, was selected as the primary program vendor. In January, 1976,
OCIS was transferred to the Ohio Bureau of Employment Services. OCIS was transferrec
to the Ohio Department of Education, its current location, in July, 1982. The final
transfer has resulted in unprecedented growth.

OCIS is a computer-based guidance information system that provides instan-
taneous remote access to a wealth of educational and occupational data. The data
are organized in several separate "files". Data on 1044 occupations are included
in the National Occupation File. State information includes employment projections
and salary information for 350 occupations in Ohio. The education files include
1777 four-year colleges, 1775 two-year colleges, 1521 graduate schools, and 430
proprietary schools. Other files include national and state financial aid, voca-
tional education, health careers, armed services occupations, and a career education
activities file. Simple commands allow the user to enter specific characteristics
to identify institutions or occupations of greatest interest.

OCIS is an integral part of the Ohio Department of Education, Division of
Vocational & Career Education, Career Development Service. The Ohio Department of
Education has distributed OCIS computer tapes to twenty-six state-supported computer
data centers which have mainframe capacity to provide the program to local school
systems. Thirty-eight large school districts, post-secondary institutions, and
libraries run tapes internally. Approximately 600 terminal sites are presently
accessing OCIS from these mafnframe computers. including the majority of Ohio's
public schools. Sixteen JTPA mainframe computers within the Ohio JTPA Computer

Network are providing OCIS statewide.
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HO-7 (continued)

FACTS ABOUT 0CIS

1. The format and national data base for OCIS is the largest and most
frequently used system in the United States.

2. Ohic has the largest state data base integrated with a national data
base of any computerized .guidance system in the nation.

3. OCIS is the primary delivery format for information generated by the
Ohio Occupational Information Coordinating Committee.

4. Ohio 1s the only state to completely integrate and coordinate the
services of Vocational Education, Career Education, SOICC, and a
career information delivery system (0CIS).

5. OCIS has proven to be a valuable tool in the implementation of a

number of Division goals including: career education, vocational
guidance, sex equity, the education of the handicapped, and adult
education. '

USERS OF 0CIS

Users can retrieve information from OCIS in one of two ways; the direct
method and the search method. In the direct method, the user enters a code
number and receives a printout on a specific educational institution, occupation,
or source of financial aid. In the search method, the user selects characteristics
of particular interest and the computer identifies the educational institutions,
occupations, or sources of financial aid that match the characteristics selected.

The school files provide the user with a wealth of relevant data, including
address, phane number, tuition costs, academic programs, admission data, extra=-
curricular activities and other important facts about the school.

‘The occupational files provide job description, employment and salary data,
required levels of training, addresses for related information, and several
other important facts regarding occupations.

The financial aid files identify specific sources for scholarships and
financial aid.

The system is a valuahle career guidance tool. Middle school students can
use the system to explore careers that may be of interest to them. High schoel
Students can use ithe system to select a post-secondary education institution or
develop a resume and conduct a successful job interview. Adults can use the
system to identify career options, obtain additional training, or upgrade their
resume. Handicapped individuals can use the system to identify occupations for
which their handicaps are irrelevant.

W
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HO-7 {continued)

School districts in Ohio have funded the Ohijo Career Information System
through Career Education, JTPA, Departmental Budgets, 1i.e., Guidance,
Computer Services, Placement, and Instructijonal.

If we can answer any additional questions, please contact the OCIS staff:

Anne Lika
0CIS Supervisor

Marilyn Shipman
OCIS Supervisor

Cynthia Gahris
OCIS Supervisor

at the following address and telephone number:

Ohio Career Information System
Ohio Department of Education
65 S. Front Street - Room 908
Columbus, OH 43266-0308
(614) 462-6771



HO-8

GENERAL INSTRUCTIONS

COMPONENTS

A local OCIS installation has only a few main components. The first component
is made of the various User Guides. The User Guides (0CIS, SOCC,. VOCA, PROP
OHIO at present) contain all the characteristics of each 1nFarmat1an file and
the instruction letters and codes that are necessary for condueting a search
in the Ohio Career Information System.

The second component, the Facilitator's Manual (3-ring binder), is a compre-
hensive guide to all the information stored in the computer. It 1ists the
name and code number of every training program and occupation included in the
OCIS program. The Facilitator's Manual is especially helpful if an individual
already has a particular college or occupation in mind and wants to directly
access detailed information.

The next component is a terminal. The terminal looks and operates much like a
typewriter. It is used to communicate with the OCIS computer and produces a
printout which shows, in printed form, the instructions and responses from

the computer.

The last component is simply a telephone. By dialing a special telephone
number, you will be able to "place a call" from your terminal to the OCIS
computer. In some, but not all systems, an accoustical couplier is also used.
The coupler is a special cradle for the telephone receiver which connects the
phone directly to the computer terminal.

GAINING ACCESS TQ OCIS

Establishing contact with the OCIS computer is no more difficult than making
an ordinary telephone call. Below you will find the general sign on procedure.
Specific sign on procedures vary with each computer. Check with the manager
of your computer site for specific detailed instructions.

1. Make sure that all terminal plug connections are securely made and that
power is available at your electrical outlet.

the pas1t1un used on ycur systém

3. Turn on the computer terminal and the accoustical coupler if it is
separate from the terminal.
4. Be certain that the terminal switch is to "LINE" position.
5. Pick up the telephone and call the computer by dialing your assigned number.

6. When the computer "answers" with a high-pitched squeal, put the phone
receiver into the accoustical coupler.
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7. Follow the specific sign on procedure for your computer. vYou should ob-
tain these instructions from the 0CIS Coordinator of your agency.

8. After the sign on sequence, the terminal will ask you "Which File?",
You should answer with the appropriate file name (S0CC, VOCA, ALIF, PROP,
OHIO, AIDS, SAID, GRAD, ASOC, INFO, COL2, COL4, see page B-3), and press
the RETURN KEY. ,

9. The computer will type a "?". You are now ready to use OCIS by typing in
various instruction letters followed by the characteristic numbers that
interest you.

10. Remember, when you finish typing an instruction, you must press the
RETURN KEY to tell the Computer to print the response.

The "Sign Off" procedure is on page B-12.

ACCESSING 0CIS

There are two ways to access the information through 0CIS, the Direct Access
Method and Structured Search Method.

DIRECT ACCESS METHOD

This method should be utilized when the user knows what specific information is
needed. such as a particular occupation or four-year college. The user looks
up the desired information in the OCIS Instructor's Manual (CoL4, coL2, socc,
GRAD, AIDS, vocA, ALIF, PROP, OHIO, AS0OC, INFO, or SAID) and types the command
Tetter "P" (for print, see command letters, pages B-5 through B-8) and the
number of that occupation or training program. The terminal will produce a
printout containing the requested information. An additional command "I" (see
command letters, page B-5 through B-8) will print out additional characteristics
associated with the occupation or training program. To request both the "p" and
"I" information, type "B" (see command letters, pages B-5 through B-8) and the
number of that occupation or training program.

SAMPLE

1. User requests information on duties of an Orientation Therapist
for the Blind.

2. User looks up Orientation Therapist for the Blind (#664) in the
S0CC Section of the Facilitator's Manual (3-ring Noteboot).

3. User goes to the terminal and types in Access Code P664 or 1664 or B664.

4. \User receives printout of Orientation Therapist for the Blind.
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STRUCTURED SEARCH

Those who are uncertain regarding which occupations or types of triining to
jnvestigate should use the indirect or structured search method. This method
can narrow the number of possible occupations or training programs to those
which suit an individual's interests, aptitudes and personal desires.

The search is conducted by choosing the appropriate file (such as SOCC.or
COL4) that will provide the type of information sought, and then by
selecting those characteristics within that file which best describe
individual interests, aptitudes or specific needs.

To execute the search requires the use of instruction letters called
“Commands”, that must be typed on the terminal followed by the corres-
ponding number to the left of the characteristic, occupation, or training
program. Remember, when you finish typing a command/instruction, YOU MUST
PRESS THE RETURN KEY.

BASIC_COMMANDS

CODE COMMAND CODE COMMAND
A ___ ADD Characteristic P__ PRINTS out your
) o desired infor-
5 SUBTRACT Characteristic mation
D DELETE Characteristic I , ITEMIZES the char-
- - acteristics of an
E__/___ EITHER/OR Characteristics occupation or school
c CHECKS to see if particular F__T  FROM-TO Option DISPLAYS
- occupation/school still - selected portion of
qualifies or why it did itemized characteristics
not qualify
B ___ Performs the functions of
N NAMES qualifying occupations o BOTH the Print and Item-
(or colleges) when the 1ze commands
number is less than 25
R___ "ISTARTS the file you
L LISTS all characteristic ‘re using
numbers used during search
Q ___ 21T present file

Either a characteristic number or a specific code number should follow those
commands with a " ",
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FILE NAME

Super Occupation File
Ohio Vocational School File

Adult Learning Information File

Ohio Proprietary School File

Ohio Health Related Instructional Opportunities
Two-Year College File

Four-Year College File

Graduate School File

State Financial Aid File

National Financial Aid & Scholarship File
Armed Services Occupations File

Information on the World of Work

36

43

HO-8

(continued)

CODE LETTERS

socc

VOCA

>
Tl
o]
[

INFO



HO-8 (continued)

COMMANDS

The COMMAND LETTERS which "o1low explain how to use OCIS to its best advantage
to obtain informatiaﬁ.

There are seaveral command letters which can be used to search 0CIS. Fach one
has a special purpose.

BASIC COMMANDS

A _(ADD)

The "A" command, followed by a characteristic number, tells the computer to

ADD, or include, all the occupations or colleges which have that characteristic.

EXAMPLE: When using the S0CC File, if you type "A4", you tell the computer
to include only those occupations which involve working with
people most of the time; sharing ideas with them.

S _(SUBTRACT)

The "S" command, followed by a characteristic number, tells the computer to
SUBTRACT, or leave out, all the occupations or colleges which have that
characteristic. _

EXAMPLE: When using the SOCC file, if you type "S15", you tell the computer
to leave out all occupations which require above average numerical
ability.

D (DELETE)

DELETE, or erase, this characteristic from your 1ist of choices. The "D"
command allows you to change your mind about characteristics or commands
you have entered.

EXAMPLE: when using the SOCC File, if you type "D101", you tell the computer
- to DELETE from consideration your previous entry of associate
acgree required or preferred.
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E_(EITHER/OR)

The "E" command, followed by two or more characteristic numbers separated by
slashes (/), tells the computer to add or include the occupations or colleges
which have at least one of the characteristics you specified.

EXAMPLE: When using the SOCC file, if you type "E101/102, you tell the
computer to inciude all occupations requiring or preferring

as an entry level, an Associate or Bachelor's Degree.

C_(cHECK

The "C" command, followed by an occupation or college code number, tells the
computer to CHECK to see.if that occupation or college is still on the list
of qualifying options. If it is not, the computer tells you why. Also, if
an occupation or college does not appear on your Tist, this command allows
you to ask why it did not qualify.

EXAMPLE: When using the SOCC file, if you type “C664", you tell the
computer to CHECK if Orientation Therapist for the Blind is
Still on your list of qualifying occupations. If it is, the
computer types "664 Orientation Therapist for the Blind is on
the 1ist". If it is not, the computer types "664 Orientation
Therapist for the Blind is not on the 1ist" and indicates which
characteristics you have used are true and which are false to
cause that occupation to be dropped from your 1ist. If an
occupation or college does not appear on your list after your
search, you type "C" and the occupation or college code number.
The computer will tell you why that particular occupation or
college was not included on your list. :

When you have finished typing your search commands and you want to see which
occupations (or colleges) meet all of your qualifications, use the NAME

command .

N_(NAME)

When the number of occupations or colleges qualifying is less than the UPPER
LIMIT (normally 25), type "N" to obtain their names.

The "L" command tells the computer to list all the commands used in your search.
Characteristics you have deleted will not be listed.

This command may be used if you become confused during your QCIS search.

P_(PRINT)

The "P" command can be used in two ways:

1. When you have the names of the occupations or colleges that meet your
qualifications, you can obtain more information about a specific occupation )
or college by typing "P" followed by the appropriate code number. EXAMPLE: "P664",
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P_(PRINT) Cont'd.

2. If you want information about ALL of the occupations or colleges that
meet your qualifications, simply type "P".

The "I" command can be used in two ways:

1. The "I" command, followed by an occupation or college code number, ’:9%%)
tells the computer to ITEMIZE or print out all the characteristics+— 14"
are true for that occupation or college.

2. The "I" command, when not followed by an ccégpatian or callege code
number, prints all the characteristics which are true for each occwpation
or college on your qualifying list.

FT_(FROM-TO)

The "FT" command can follow the ITEMIZE command to indicate specific ranges of
characteristics (up to 10 pairs). The "FT" command can be used in two ways:

1. The "I" command, followed by an occupation or <ollege code number and
the "FT" command (I662F115T130) causss the computer to 1ist only those
characteristics between #115 and #130 which are true for a specific
occupation or college.

2. The "FT" command, used with the "I" command when not followed by an
gccupation or college code number (IF115T130), causes the computer to
1ist those characteristics between #115 and #130 which are true for
a1l occupations or colleges on your qualifying list.

In the absence of an "F", the computer assumes the first characteristic number
to be 1. In the absence of a "T", the computer includes all characteristics
through the end of the file.

As with the ITEMIZE command, the two forms of the BOTH command can be folicwzod
by the FROM=TQ0 command to fccus on specific ranges of character1st1cs in the
ITEMIZE portion of the BOTH command.

By typing an "FT" range by itself; not in conjunction with "I" or "B", you can
set specific ITEMIZE ranges that remain in effect as long as you work with the
same file or until you supersede it by setting another "F7" range.

I[f "FT" follows an "I" or "B", that range is in effect until that "I" or "B"
finishes.

B_(BOTH)

The "B" command performs the functions of both the PRINT and ITEMIZE commands.
The "B" command can be used in two ways:



HO-8 (continued)

B,(BDTH),QQn;fdQ

1. If the "B" command is followed by an occupation or colleae code
number (B662), the PRINT and ITEMIZE commands are activated for
only that occupation or college.

2. The "B" command, when not followed by an occupation or college
code number performs, in turn, the PRINT and ITEMIZE functions
for a1l occupations or colleges on your gualifying list.

R_(RESTART

The "R" command tells the computer to start over again in the same file.
"R" erases the "A", "S", and "E" commands from your command list.

The "U", "K", and "Z" commands are not affected by the RESTART command,
but may be changed by the QUIT command.

g,(QU;Tl

The "Q" command tells the computer to QUIT the present file. The computer
responds with "Which File?" [f you wish to change to a different file,

type the code name of the file you want. If you want to quit using the
Ohio Career Information System, type "NONE".

ADDITIONAL COMMANDS

These cammands are used to check and/or alter information output as follows:

H_ MQDIFY;
The "M" command can be used to MODIFY an existing "A" or "E" command to
include one or more additional characteristics.

EXAMPLE: Original Commands: A2A8A128
Modify Command: M2/17 o
the MODIFY command changes the commands to read: E2/17A8Al128

U _(UPPER LIMIT)

The UPPER LIMIT of the number of occupations or colleges that print out

is normally set at 25. However, this UPPER.LIMIT can be changed by the

"U" command. For example, "USQ" sets the UPPER LIMIT at 50. "U9999" sets
the UPPER LIMIT to the total number of occupations or colleges in the file.
Standing along, "U" resets the UPPER LIMIT to the original value when the
file was enteread (normally 25). The UPPER LIMIT command can be used %o
control the NAME, PRINT, ITEMIZE, or BOTH commands.
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X _(EXPAND)

The "X" command can be used to control the ITEMIZE, BOTH, LIST, or CHECK commands.
The program is set so the characteristic numbers as well as their titles are
printed out when the “I", “B", “L", or "C" commands are used. However, by

typing "X", only the relevant characteristic numbers are printed in future
uses of these commands. Typing "X1" returns the system to its original form.

The "V" command tells the computer to explain where its controls are set.
There are several explanations available, and they are obtained using vari-
ations of the "V" command. This command is used to check the status of the
amount of data which can be obtained.

EXAMPLE: When using the SOCC File, "V" tells the computer to explain all
information.

"Y3" the computer explains what sections of print text are turned
off. (Print sactions 7 are turned off)

"V4" the computer explains the names of the print sections.

S0CC SECTIONS:
Section Title

T Job Description

2 Education and Training

3 Natienal Economic Qutiook

4 Related Jobs:

5 Related Information in GIS Files:

5 Related Information in GIS State Files:

7 Related Information from Other Sources:

8 Write to

9 CRES address
10 For additional information contact your school

guidance counselor )

11 The national average starting saiary is
12 Chio Employment Data = - As of July, 1983

“V6" the computer explains the range at which the FROM-TO
command is set and the status of the EXPAND option.

From To List
F1T 662 )
Characteristic titles

“V7" the computer explains where the UPPER LIMIT is set and tells
how many occupations qualify.

Upper print limit is 25 occupations
1044 occupations gqualify
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K_(KEEP) and Z (ZER0)

The "K" and "Z" commands can be used to control the PRINT or the BOTH command.

The KEEP and ZERO commands control which sections of text are printed in the
"P" and "B" command. A1l text sections are numbered as shown in the displays
printed below. If a section is turned off by the "Z" command, that is not
printed.

Z3 turns off Section 3
K3 turns on Section 3 7 ,
Z returns all sections to their original form
K turns on all sections
The following sections may be turned on and off using the "K" and "Z" commands.

SOCC SECTIONS

Section Title

Job Description

Education and Training

National Economic Qutlook

Related Jobs

Related Information in GIS Files

Related Information in GIS State Files

Related Information from Other Sources

Write To

CRES Address

For Additional Information Contact Your School Guidance Counselor

s
O 00~ O U1 P g 1) —

11 The National Average Starting Salary is
12 Ohio Employment Data - - As of July, 1983

COL2 SECTIONS

Section Title
1 Street address
1 City and State
2 Telephone:
3 Also offers Bachelor's degrees
4 Institution has branches
5 Year founded:
6 Approximate enrollment:
7 Percent returning freshmen:
8 Applicants: Applied Accepted Enrolled
9 Median SAT Verbal/Math:
9 Median ACT:
9 Tests required:
10 Application deadline:
11 Tuition & Fees/Room & Board
12 Year updated:
15 See COL4 file No. ‘ :
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COL4 SECTIONS

Section Title

Street address

City and State

Telephone:

Also offers Associate degrees
Institution has branches

Year founded:

Approximate enrollment:
Percent returning freshmen:
Applicants: Applied Accepted Enrolled
Median SAT Verbal/Math:
Median ACT:

Tests required:

10 Application deadline:

1 Tuition & Fees/Room & Board
12 DESCRIPTION:

13 Year updated:

15 See COL2 file No.

D LD D CO ST OO S ) [ —d

GRAD SECTIONS

Section Title

Street Address

City, State and Zip

Telephone:

Year Founded:

Enroliment:

Tests vary by program

Tests required:

Undergraduate GPA:

Percent placed in Jobs:

Graduate starting salary:

Costs: $/Cr Hr $/Year $/R4B
] See COL4 file No.

11 Year updated:

12 See the Graduate and Professional School File Index

—
O D O~ O LT B D P

ASOC SECTIONS

Section Title

Job Description:
Military Education and Training: 7
Entry into Officer Candidate Schools (0CS)

Related Military Occupations:
Related Civilian Occupations:

O L L Py —
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AIDS SECTIONS

Section Title
1 Requirements

Type of Aid )
Application Deadline

2 Major Eligibility
3 Financial Aid Description 7
4 For Application and Further Information

OHIO SECTIONS

Section Title
1 Street
2 City & ZIP
3 Telephone:
4 Year founded:
5 Approximate number of students:
6 School information
7 Tests required:
8 Update Year:

PROP_SECTIONS

Section Title
1 Street
2 City & Z1IP
3 Telephone:
4 Year founded:
5 Approximate number of students:
6 School information
7. Update Year:

ALIF SECTIONS

Section Title
1 Address
2 Contact
Phone

VOCA SECTIONS

Section Title
2 Street Address
3 City and State
4 Telephone
5 District Name
6 When Updated
7

For Additional Information Contact Your School Guidance Counselor
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HO-8 (continued)

Section Title
1 Application Deadline
2 Eligibility Criteria
3 Scholarship Description
4 For Application and Further Information Contact

NOTE: This information can be readily obtained with the "B" command.
SIGN_OFF

When you have all of the information you need, it is time to sign off the system.
This is very important because if not properly accomplished, the next person who
tries to access 0CIS may get a busy telephone signal.

Type "Q" and computer will respond: "Which File?", then type NONE. The computer
will respond with the amount of time the system was used. At that point, you should
type "BYE".
NOTE: If you make a mistake while using 0CIS, the computer types a message
- telling you so. Don't worry, a mistake or two doesn't hurt you. Simply

try again.

BASIC MAINTENANCE OF THE TERMINAL

For the most part, computer terminals are very reliable when treated with proper
care., If difficulties arise involving the terminal, check the list of symptoms
and corrective actions below to correct minor problems.

SYMPTOMS ACTIONS
1. Telephone number yields 1. Hang up and dial again.

busy signal.
2. No power, no light, no
high-pitched tone. 2. Check to see if:
a. Machine is switched on;
b. Power cord is plugged in both ends;
c. Cnnnection between the telephone
and the terminal coupler is
correct and secure;
d. Outlet is providing power;
e. Terminal fuse has not burned out.

3. Terminal prints "garbage”. 3. Dial again for better connection.
Access Code rejected. 4. Be sure you are entering your access code

exactly as it has been issued to you.
Dial again for better phone connection.

5. Cut off in middle of program. 5. Check power connections and dial again.
6. Paper jams or lines over- 6. Try each of the following in succession:
prints. a. Check paper fead, making sure that

it has been inserted correctly,
and. that you are not at the end
of the rcl1l of paper. '

b. Remove paper, clear track, and
reioad.
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PRINTED RESQURCES TO USE WITH OCIS

The following list of printed resources are available to use with QCIS.

’ Ohio Occupational Almanac - a new 600 page publication containing
valuable Tabor market information on over 250 selected occupations
with 2,000 or more workers in the state of Ohio. It provides specific
information regarding the distribution of occupations among industries.
It is a valuable too)] in the identification of the types of industries
that employ individuals in specific occupations. The Almanac provides
a crosswalk between occupational titles and the Standard Industrial
Classification.

. Supplement I - How to Develop and Use Labor Market Information in Local
Occupational Program Planning - provides a crosswalk between Standard
Industrial Classification and the classification categories in the
Yellow Pages listings of a phone book. The Almanac identifies the
types of industries that employ individuals in specific occupations.
The Supplement then directs job seekers to specific businesses and
agencies found in the Yellow Pages.

. The 1984 Chartbook - this guide provides detailed information regarding
Ohio employment compensation factors and trends. The guide details
state and local unemployment rates and characteristics of the unemplioyed.
The guide also highlights the distribution of employment by industry.
The Chartbook provides the latest comprehensive report available from
the Labor Market Information Division of the Ohio Bureau of Employment
Services.

v The Guide to Vocational Preparation and Occupations - the VPO provides a
crosswalk or 1ink between the titles of vocation education programs and
the specific occupational titles. The VPO can be used by teachers,
counselors, and students to identify occupations that relate to training
in specific vocational education programs.

. Dictionary of Occupational Titles (DOT) - includes standardized and com-
prehensive descriptions of job duties and related information for 20,000
occupations. Occupations are grouped into a systematic occupational
structure based on interrelationships of job tasks and requirements,

The DOT may be used for matching job requirements and worker skiils.

selected characteristics of occupations defined in the DOT - provides

-
supplemental information concerning physical demands, environmental
conditions and restrictions, and training time for DOT defined occupa-
tions.

. Occupational Outlook Handbook (OOH) - contains detailed information for

250 selected occupations including narratives on the nature of work,
training and qualifications, job outlook, and earnings.
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Guide for Occupational Exploration (GOE) - provides grouping of

L ]
occupations based on interest factors and also provides world-of-work
and career awareness through evaluative questions.

. Standard Industrial Classification Manual (SIC) - provides a coding
system for classifying, collecting, and disseminating data by industry
grouping.

. Standard Occupational Classification Manual (SOC) - provides a coding
system for classifying occupational information by job duties with
groups to identify related occupational clusters.

. Occupational Outlook Quarterly - periodical designed to keep counselors
and education planners abreast of occupational and employment developments.

- Occupational Projections and Training Data - provides information and
occupational supply and demand conditions and training and qualifications
for over 185 selected occupations.

- U. S. Industrial OQutlook Handbook - provides narrative discussions and
statistics on 200 selected industries. U.S. Department of Commerce,
Bureau of Industrial Economics.

. Monthly Labor Market Information Newsletter - a periodical published

monthly by the Ohio Bureau of Employment Services containing statistics
and data on labor market information in Ohio.

For information on obtaining these printed resources, contact:

The Ohio Career Information System
Ohio Departments Building
Room 902
65 South Front Street
Columbus, Ohio 43266-0308
(614) 462-6771
Government Printing Office Bookstores in Ohio may also be contacted for the

purchase of many of these resources. In Ohio they are located at the follow-
ing addresses:.

Cleveland
First Floor - Federal Office Building
1240 East Ninth Street
Cleveland, Ohio 44114
(216) 522-4922
Columbus
Room 207 - Federal Building
200 North High Street
Columbus, Ohio 43215
(614) 469-6955
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I STATE-SUPPORTED DATA CENTERS

SITE NAME/%DDEESS/CGNTACT

EUTLEE COUNTY EDUCATIDNAL
DATA PROCESSING CONSORTIUM

Mr. Chuck Adelsperger
Director, Data Processing
3603 Hamilton-Middletown Rd.
Hamiltan, OChio 45011

{513) 868-6300

CONTACT Bruce Guiler
Lois Colborn, Data Coordinator

CUIAHDGA FALLS CITI SCEDQL DISTFICT

Mr. Robert B. Cochran
Director, Data Processing
431 Stow Street

Cuyahoga Falls, Ohio 44221
(216) 929-0581

CONTACT: Harold Dennis

,nauxtrcn COUNTY BOARD OF
EDUCATION

Mr. William Rotert
Director, Data Processing
11083 Hamilton Avanue
Cincinnati, Ohio 4523
(513) 742-2200

CONTACT: Kathy Thornton

LAKE ERIE EDUCATIGHAL CDHPUTER
ASSOCIATION (LEECA)

Mr. William Lilley
As%lgtant Superintendent
‘Lorain County Schools
2206 West River Road
Elyria, Ohio 44035

(216) 324-2931

CONTACT: Gene Newton, Dirzctor of
' Data Processing

Dave Vore
48
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LAKE GEAUGA COMPUTER NETWORK

Mr. James C. Turk
Director, Data Processing
8140 Auburn Road
Painesville, Ohio 44Q77
(216) 357-9383

CONTACT: Pat Kornmiller

LT CﬁIHG AEEA CDHPUTER
ASSOCIATION

Ms. Sandy Mercer
150 Price Road
Newark, Ohio 43055
(614) 366-6727

CDNTACT- Aﬁay Sutt@ﬁ

Hr. Lafry T:uzzle

Mahoning County Schools

2801 Market Street

Youngstown, Ohio 44507-1693

(AREA COOPERATIVE EDUCATTONAL
SERVICES SYSTEM)

(216) 788-2481

CONTACT: Marie Pavlieko

Mahoning County Jvs
7300 N. Palmyra Road
Canfleld DhiD 44065

HAUHEE VALLEY CDHPUTER
ASSOCIATION (MAVCA)

Mr. Daniel C, Henige
Director, Data Processing
30095 Oregon Road
Perrysburg, Ohioc 43551
(419) 666-=1120

CDNIALT Debb;e Aﬁams

HETRGPDLITAH DAETDH EDUCATIDHAL
COOPERATIVE ASSN. (MDECA)

Mr. Tem McGoldrick, Director
201 Riverside Drive

Dayton, Ohio 45405

(513) 223-4980

CONTACT: Karen Hall
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I METROPOLITAN EDUCATIONAL HO=10 (continued)

COUNCIL (MEC)

Mr. James Lavsey
Executive Director
180 E. Engler Street
Columbus, Ohio 43215
(614) 221-80053

I FDNT%CT. Ann ;1955

HIAHI VAELE! EDUCATIDHAL
COMPUTER ASSOCIATION (MVECA)

Mr., Joe Jinks

290 West EZnon Road
X2nia, Ohio 45385
{(513) 376-8246

CﬁNTACT* Pfank Aten
ﬂDRTE CENTRAL DEID CQHEUTER
CODOPERATIVE

Administrative Assistant
50 Park Avenue East
Mansfield, Ohio 44902
(419) 755-5520

CONTACT: Luann Blausey
Mafsha ﬂaumaﬂn, Hanage:

HDRTEEAET GHID HANAGEHENT
INFORMATION NETWORK (NEOMIN)

Mr. George Bisker
Director, Data Processing
528 Educational Highway
Warren, DOhio 44483

{(216) 847-6464

CONTACT: Peggy Wellington
2577 Schenley E.
Warren, Ohio 44483
(216) 372=2200

%annle Kondzich

NGRTHERN DHID EDUCATTQNAL
COMPUTER ASOCIATION (NOECA)

Mr. Dick Acierto, Director
2902 Ceolumbus Avenue
Sandusky, Ohio 44870

(419) 625=6274

CONTACT: Lorie Fingerhuth
Diane Winkle, aAsst. Mgr.




' NORTHWEST OHIO AREA COMPUTER HO-10 (continued)

SERVICE COOPERATIVE (NWOACSC)

Mr. Michael Wildermuth, Director
NWOACSC

Allen County Schools

330 N. Elizabeth Street

Lima, Ohio 45801

(419) 228-7417

CDNT%CT TPEFl Euhken
NDRTHWEST OHIO CGHPHTER
ASSOCIATION (NWOCA)

Mr. Duane Baker, Executive
I Director, NWOCA

Four County JVSD

Route 1, Boex 245-A
} Archbold, Ohio 43502

(419) 267-3331

CONTACT: Jean Lee, Data Processing
Speclallst

DEID 5 HID!EASTERH REGIDHAL
EDUCATIONAL SERVICE AGENCY
({OME—-RESA)

Mr. Andrew Qualtire
Director, OME-RESA

2023 Ssunset Boulevard
Steubenville, Ohio 43952
(614) 283=2050

CDNTACT Mike Falls

SGUTE CEHTRAL OHIO CDHPUTER
ASSOCIATION

Mr. Kenneth Thompson, Supt.
Pike County Area JVSD
P. 0. Bex 577

Piketon, Ohio 45661
(614) 289-2908

50 UTHEASTERH QEIG VGLUHTARY
EDUCATIONAL COOPERATIVE
(SEOVEC)

Dr. Robert L. Weinfurther, Dir.

Route 1

Nelsonville, Ohio 45764

(614) 753-2723 or 1-800-641-9905

CONTACT: Amy Fick, Systems Technician
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Mr. Herman Sims, Superintepndent
7800 Columbus Road, NE
Louisville, Ohio 44641

(216) 453-7711

CDNTACT Charles Musta;n

SDUTEWESIERH CITI SCHDDES

Mr. Gary Orr, Director
2975 Kingston Avenue
Grove City, Ohio 43123
(614) 875-2318

CONTACT: Nancy Botti, Career =4.
(614) 875 2318 Ext, 231

SUMMIT COUNTY BOARD oF
/ EDUCATION

Mr., Homer C,. Neff, Je.
Superintendent

482 Grant Street
Akron, Ohio 44311
(216) 253=52990

TRI*CDUNTI CDHPUTER SERVICE
ASSOCIATION

| Mr. Ed. Thompson, Superintendent
Wayne Caunty Schools
2534 Burbank Road
Wooster, Ohio 44691
(216) 345-6771

CDNTACT Stuaft N@fkmaﬁ

TRI- RIVERS EDUCAIIQNAL CDHPUTEE
ASSOCIATION

Mr. Robert Ludwig, Superintendent
Tri-Rivers JVSD

2222 Marion-= =Mt. Gilead Road
Marion, Ohio 43302

(614) 389-4681

CONTACT: Phyllis Franklin




WARREN COUNTY EDUCATIQﬂSL
DATA CENTER

HO-10 (continued)

Mr. Spencer White
Director, Data Processing
3525 N. State Route 43
Lebanon, Ohio 45036

(513) 932 557’

WESTEEH DEID CDHPUTEE
ORGANIZATION (WOCO)

Mr. Lawrence Wilberding
Coordinatoir, WOCO
Shelby County Annex
Fourth Floor

129 East Court Street
Sidney, Ohio 43355
(513) 498 2161

COLUMBIANA COUNTY DEPARTMENT
OF EDUCATION

Roy Norris, Director,
Data Processing

339 E, Lisben Road

Lisbon, Ohio 44432

(215) 424- 9591
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HO-10 (continued)

AERDN CITY SEEDQLS
70 North Broadway
Akron, Ohio 44308
(216) 434-1661

CONTACT: Phyllis Lerch
Dick Haaver

EEREA CIT¥ SCHOOLS
390 Fair Street
Berea, Ohio 44017
(216) 243-6000

CONTACT: Dr. Joseph Kornick

EAHTGH CITI SCEGDLS
Wells Administration Center
617 McKinley Avenue, SW
Canton, Chio 44707

(216) 438-2500

CONTACT: Karen B. Hurless

CEHERAL DHID JVED
HARRY TOLLES TECHNICAL CNTR
7877 Route 42 NE
Plain City, Ohio 43064
(614) B873-4646

CDNTACT Jahn Snydér

CIHCLHHATI PHBLIC SCEDGLS
230 East 9th Street
Cincinnati, Ohie 45202
(513) 369-4029

CDNTACT' Tgm Hunter
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CINCINNATI TECHNICAL COLLEGE
3520 Central Parkway
Cincinnati, Ohio 45223

(513) 559=1520

CONTACT: John Wagner
VL:EL% Candella

CLARK TECEHICAL CDLLEGE
570 East Leffel Lane
Springfield, Ohioc 45505
(513) 325-0691

CONTACT: Jim Gregory
Tom McCuisten, Data
PEGCESSLHQ Hanager

CUYAHGGA CDHHGHIT! CQLLEGE
Counseling Department

2900 Community College Avenue
Cleveland, Ohio 44115

(216) 348s4623

CONTACT: Tom Schick, Dir. Coun.
Rick Rolland, Office of
System & Computer Serv.

Jean J, Miller, Counseling
Western Campus

11000 Pleasant Valley Rd
Parma, Ohio 44130

Dr. Gail Rooney, Computer Services
Eastern Campus

4250 Richmond Road

Warrenville Township, Ohio 44122
(216) 292=225§

CUEAEDGA CDHHTY PUBLIC LIERAR!
4510 Memphis Avenue

Cleveland, Ohio 44144

(216) 398=1800 Ext. 22

CONTACT:

Kathleen Savage, Project PLACE
Maple Heights Library

5225 Library Lane

Maple Heights, Ohio 44137
(216) 475 2225



l GALLIA-JACKSON-VINTON JVSD HO-10 (continued)
Box 157
Rio Grande, Ohio 45674

; (614) 245=5334

CONTACT: Jerome Brockway, Supt.
Dennis Franks, Adult Ed.

* and Ccmputers

GRGVEPDRT HADISDH LQCAL SCEDGL
DISTRICT

5055 South Hamilton Road

Groveport, Ohio 43125

(614) 836=5371

CONTACT: Darla Winchell, Guidance
Counselor
Eabert Szaldéf, Treasufer

EDCKIHG IECEHICAL CDLLEGE
Nelsonville, Ohio 45764
(614) 753 3591

CDNTACT Steve Hlllef

KEHT STATE DHIVERSITY
Counseling & Personnel Services
310 White Hall

Kent, Ohio 44242

(215) 672=2715

CONTACT: Dr. Martha Walker, Coord.
Rehab. Couns.
Dr. Joseph Perry, Asst. Professor
John Atkinson, Manager Academic
Camputér Servzces

LAEEWDQD CITY SCEGQL DISTRICT
1470 Warren Road

Lakewood, Ohie 44107

(2186) 529—4691

CONTACT: Linda Michaud, Librarian

Lakewood High School
14100 Franklin Blvd.
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LORAIN COUNTY COMMUNITY COLLEGE HO-10 (continued)
1005 North Abbe Road

.Elyria, Ohio 44035

(216) 365-419]1 Ext. 567

CONTACT: Frank Remick, Dir. Data Processing
Carmen Mascla*a, D;f. Cgunsel;ng Services

HUSEIﬁGUH AREA TECEHICAL CGL LEG

1555 Newark

Zanesville, Ohio 43701

(614) 454-2501

CONTACT:
Hé:b Dau;s, Ext. 222

HUSKIHGHH CQLLEEE
New Concord, Ohio 43762
(614) 826~ 8493

CONTACT: Ryan Harvey, Analyst
Jéffféy Flee:

HDETH CAHTDH CITY SEDDLS
Career Development Program
525 Seventy Street, NE
North Canton, Ohio 44720
(216) 494-3156

CONTACT: Debbie Martin, Career Ed.

HDRTE CENTRAL TECEHICAL CDLLEGE
2441 Kenwood Circle

Box 698

Mansfield, Ohie 44901

(419) 747-4599

CONTACT: Mary Elmendorf, Counselor
Dick Bonte, Placement Director

NORTH DLHSTED CITY SCEDDL DISTRICT
27253 Butternut Ridge Road

North Olmsted, Ohio 44070

(216) 777- 77GQ Ext. 3286

CGHTACT Jeanﬁa Kl;ne, Caafﬁlnatgr
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OHIO STATE ONIVERSITY o )
Instructional Research Comp. Ctr. HO-10 (continued)
1970 Neil Avenue

Room 440 Baker Systems

Columbus, Ohio 43210

(614) 292-2741

T — e—

CONTACT: Jeff Elias
Arps Hall=-Third Floor
1945 N. High Street
| Columbus, Ohio 43210
‘ 292=-8787

B. J. Bryant
110 Arps Hall
292=2741

GEID UNIVERSITE

Career Planning & Placement
' 185 Lindley Hall

Athens, Ohio 45701

(614) 594-6116

CONTACT: Sara Kearsley, Dir. Career
Planning & Placement

Hélly Jacgbs

DRAHGE CITY SCEDDLS

32000 chagrin Boulevard
Pepper Pike, Ohio 44124
(2i6) 831-8600 Ext. 208

.CONTACT: John N. Bode
Chafles Schaeppner

QHENS TEEEHICAL CDLLEGE

Caller #10000

Oregon Road

Toledo, Ohio 43699

(419) 666-0580

CONTACT: Roger Schantz, Computer Services

Carol Russell
Tom Sev1ts
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PICKAWAY-ROSS JVSD

895 Crouse Chapel Road
Chillicothe, Ohio 45601
(614) 542—2550

SEAEER EEIGEIS CITI SEEDDLS
15911 Aldersyde Drive
Shaker Heights, Ohio 44120
(216) 921-1400

CONTACT: Dr. James Paces, Dir. of Curriculum
Dorothy B:uggeman

T e i e i

SINCLAIR COMMUNITY CDLL G
444 West Third Street
Dayton, Ohio 45402

(513) 226-2772

CONTACT: William Smith, Chairman
(513) 226- 2926

—a;—_-—_—gn_*—_—_i_g_ag_-_—=_

SOUTHERMN STATE COMMUNITY EGLLEGE
200 Hobart Drive

Hillsboro, Ohio 45133
1-800-628-7722

CONTACT: Marvin McKenzie, Dean,
Student Services

Léuflé Charlt0ﬁ

TDLEDG CITX SCEDDLS
Manhattan & Elm
Toledo, Ohio 43608
(419) 729-8442

CONTACT: Robert McIllvain
Stephanie Russell

Jama . Roman, Career Cocrdinator
DEVllblSE High School

3301 Upton Avenue- Room 5270
Toledo, Ohio 43613

(419‘ 473-3155
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ONIVERSITY OF TOLEDD HO-10
2801 West Bancroft Street

Toledo, Ohio 43606

(419) 537-4137

CONTRACT: Margarite Katzen, Director of Evening
and Special Services
Terry Esral, Daca Pfasess;ng
DPPER ARLIHGTQH CITI SCEGEZS
1650 Rich View Road
Upper Arlington, Ohio 43221
(614) 488-3105 Ext. 314

CDNTACT Ellen Eflange:
VDCATIDHAL GHIDAHCE

. REHABILITATION SERVICES
2239 East 55th Street
Cleveland, Ohio 44103
(216) 431—7500

EQNTACT Jayse Karne:

HESIERVILLE CITY SCEGQLS
336 South Otterbein Avenue
Westerville, Ohio 43081
(614) 895=6080

CDNTACT DEDQEEh LEFEVEE

WILLBUGHB!*EASTLAKE CIT! SCEDQLS

25 Public Square

Willoughby, Ohio 44094

(216) 946=5000 ) L.

CONTACT: Richard G;gl;éttl
Patricia O'Hanlen. Coordinator
(215) 943—1277
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OTHER FPROGRAM FACT SHEETS

This section of the workshop pPlanning guide contains copie

1]

of fact sheets on several other entrepreneurship programs in the

state of Ohio.

These sample fact sheets should serve as masters

from which to duplicate sufficient sets for inclusion into

workshop participant packets.

following programs:

HANDOUT
NUMBER _

HO-11

ENTREFRENEURSHIP
TRAINING PILOT
PROJECT

SMALL BUSINESS
ENTERPRISE
CENTERS

SMALL BUSINESS
MANAGEMENT
PROGRAM

The fact sheets represent the

USE

The pilot project fact sheet
describes a comprehensive and
individualized entrepreneurship
assessment and instruction program
for selected dislocated workers to
help them increase their success
in self-employed aciivity. Use
HO-11 along with HO-12 and HO-13
as references to other entrepre-
neurship education/training
efforts in Ohio.

The SBEC fact sheet describes a
network of assistance centers
designed to provide comprehensive
services to small businesses at
the local level. Use HO-12 along
with HO-=1l and HO-13 as references
to other entrepreneurship efforts
in Ohio.

The SBM fact sheet describes an
in-depth formal instructional
program for teaching small
business management to full and
part-time small business
owners/managers. Use HO-13 along
with HO-11 and HO-12 as references
to other entrepreneurship
education/training efforts in
Ohio.
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HO-11

FACT SHEET

ENTREPRENEURSHIP TRAINING PILOT PROJECT

Sponsorship

0 This project will be sponsored by JTP-OHIO through the
Ohio Bureau of Employment Services.

Operator

o This project will be operated by the National Center for
Research in Vocational Education (NCRVE) at The Ohio
State University. For more information and assistance,
please contact John Bebris, Entrepreneurship Project
Director at NCRVE, The Ohio State University, 1960 Renny
Road, Columbus, Ohio 43210 or (614)486-3655.

Program

To provide a comprehensive and individualized entrepreneurship
assessment and instruction program to selected dislocated workers
as a means of increasing their success in self-employed activity.
Project staff will seek to accomplish the following objectives:

o To assist 25 displaced workers determine the
desirability and feasibility of starting a new
business.

o) To prepare 15 displaced workers with the competencies teo
run a business and to create a business Plan necessary
for venture start-up.

0 To link client entrepreneurs with community resources
available for long-term assistance throughout the
venture start-up process.

Target Audience
o] Displaced workers from the Columbus SMSA who have a:x
interest, desire and the potential ability to succead ==
entrepreneurs,

o The target audience includes those persons who are
eligible under the Title III definition of the
dislocated worker. This includes an individual who:

1. Has been terminated or laid-off or who has received
a notice of termination or lay-off from employment,
is eligible for or has exhausted entitlement to
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HO-11 (continued)

unemployment compensation, and is unlikely to
return to his/her previous industry or occupation:
or

2. Has been terminated, or has received a notice of
termination of employment, as a result of any
permanent closure of a plant or facility; or

3. Is long-term (15 weeks or more) unemployed and has
limited opportunities for employment or
reemployment in the same or similar occupation in
the area in which such individual resides,
including any older individual who may have
substantial barriers to employment by reason of
agé -

Benefits:

By the end c¢f this program, participants will have completed the
following:

o) A battery of entrepreneurship
aptitudes/personality/skills profiles.

o 30 hours of an entrepreneurship intake/assessment course
which includes development of an attendant preliminary
business plan. As a format for the course, the
instructor will use Bevond A Dream: An Instructor's
Guide to Small Business Exploration that was developed
by the National Center.

60 hours of individualized, competency based
entrepreneurship instruction that will lead to the
completion of an individualized business operations
manual. Instruction will be based on the National
iring Competence in

o]

A formal business plan that has been reviewed and deemed
acceptable by a panel of local business experts.

O

o} A financing strategy to seek outside funding
opportunities.

o Four business seminars Plus three group support
meetings.

o Establishes a peer and resource network for future
assistance.
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HO-11 (continued)

Time

The entrepreneurship exploration and instruction phase of the
program will last approximately six months from the middle of May
1986 through the end of October 1986. A follow-up period will
commence in early November 1986 and end in June 1987.
Specifically the time frame for the project will include the
following:

HOURS

o Initial intake/assessment course will
be 5 weeks 30

o Individualized entrepreneurship instruction
segment will last 10 weeks 60

o} Four scheduled seminars attended
on relevant business topics 8

o Three group support meetings _6
Total program hours 104
o A series of guarterly group support
meetings after course conclusion. 6

o Course follow-up has 8 hours free
technical assistance, 8

Total follow=-up hours 14

Total hours 118
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HO-11 (continued)

Follow-up Benefits

Having completed the 6 month pProgram, participants will be
eligible for follow-up services. These follow-up services
include:

o 8 hours of business consulting from communiiy
resources at no cost to the participants
o Quarterly group support meetings in behalf of the
program participants that will be coordinated by project
staff.
Materials

All required instructional materials will be provided by the
National Center. Materials for use in the Entrepreneurship Pilot
Program include: Beyond A Dream: A Guide to Small Business
Exploration, for use in the 30 haufflntake/assessment course and
Program for Acquiring Com etence in Entfegréneurshlg (PACE) for

use in the individualized instruction phase.

Cost

Program participants will receive 1nstru¢ticnal materials, take
part in the pilot program, and receive the follow-up benefits at
no cost to themselves.




O

ERIC

Aruitoxt provided by Eic:

GOVERNMENT AGENCIES (sample page)
SMALL BUSIMNESS ENTERPRISE CENTERS (OHIO DOD)

Onhio Department of Development (614) 466-4D45
30 East Broad Street 800-282-1085
Columbus, OH 43216
General Description

The area Small Business Enterprise Center (SBEC) is designedi to provide comprehensive ser-
vice to small business at the local level and to establish a structure for direct local involvement in
the Department of Development's efforts to retain jobs and assist in creating new business in Ohio.

" The SBECs operate in cooperation with local Chambers of Commerce, universities, colleges, trade

associations, private industry councils, and other private and public small business resources. The
SBEC provides local one-stop shopping for Ohio small businesses. All necessary tool= for assist-
ing small business are under one umbrella,

Centers provide access to organizational, financial, marketing, and technical expertise. Cen-
ters also supply information on small business development opportunities. Specialized services
offered through some enterprise centers include procurement assistance, accelerated manage-
ment assistance, seed and venture capital sources, and incubator facilities,

Centers have access to state finance and grant program capabilities, the Ohio Technical
Transfer Organization, as well as other small business initiatives of the Ohio Department of Devel-
opment (see description of others in this section).

Who Is Eligible

Anyone interested in starting a new business or obtaining help for an existing business is

eligible.

Ohio Locations

= Akron {SBDC) & Logan

* Ashtabula® * Lorain

* Athens (SBDC) * Maristta

* Bowling Green* * Marion®

* Brookpark & Milford"-

= Cambridge" * New Philadelphia
= Canton® * Piqua

= Celina* = Portsmouth

® Chillicothe* *  Southpomnt

* Cincinnati* * Springfield*

* Cleveland (SBDC) = 5t Clairsville

* Columbus (SBDC) * Taoledo (SBDC)
* Dayton (SBDC) = Xenia

* Delphos® * Youngstown"

* Elyria * Zanesville®

& Fremant® ’

‘Added locations since 1984,
Note: Existing SBECS are now SBDCs (Smali Business Deveiopment Centers) whare indicatad.
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SMALL BUSINESS MANAGEMENT
PROGRAM TYPE 60

PROGRAM DESCRIPTION

The Small Business Management Program provides an in-depth formal instructional
procedure for teaching Small Business Management to full and part-time Small
Business owners and managers. The formal class material is aimed at businesses
involved in the marketing and distribution of goods and services. The instruc-
tional approach shall provide a realistic and logical procedure to help Small
Business operators and managers learn how to apply effective financial management
procedures to their business; improve their business planning; effective procedures
in the marketing of their goods and services, including sales and promotional
techniques; and improved management skills. Once this information is known,

the Small Business operator/manager will have a sound basis for making manage-
ment decisions that will provide increased net business income and develop an
effective operating unit. The program is designed as a two-year program which
requires the services of a teacher for at least: 48 weeks throughout the year.

It should be noted that some of the original Ohio SBM programs are continuing

to offer a three-year curriculum.

PROGRAM OBJECTIVES AND PURPOSES

The major objective of the Small Business Management Program is to assist Small
Business owner/managers in meeting their business and family goals through
improved management, organization, and operation of their businesses.

Additional Program Goals

To help the Small Business owner/managers understand and apply their learned
skills to... _

-.. solve the maze of small business recordkeeping

use their business records to manage the business effectively
- make more effective business and management decisions

adapt to the ever-changing business world

learn the new technical aspects of their business

INSTRUCTIONAL PROCEDURES

The first year of instruction deals with the understanding of the importance
of Small Business to the National economy, the value of sound recordkeeping,
business planning and decision making, as well as learning how to uce
business records to manage their businesses.

The formal three-hour classes are held at the school, or acceptable meeting
location, during the normal school year from mid-September through mid-June.
Classes meet twice monthly, but a school offering an expanded curriculum may
offer classes once a week over a 30-36 week period.
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Unit
1.

13.

14.

(BASIC)
HO-13 (continued)

Introductions and Overview of Small Business
- Definitions, statistics, importance of smatll business...WHY? - self-
employment...Success/Failure factors...Emphasis on management.. .Entre-

preneurship...Self-evaluation...Introduction to a total Business Plan.

More Entrepreneurship 7
Management functions...Decision-making...Sources of information and
assistance...Licenses, permits and other early considerations.

Success Tools

Time Management..Goal Setting...A laok at MBO - Management by Objectives

and an introduction to the unique MBE - Management by Exception.
Introduction to Financial Statements

The Balance Sheet and the Profit and Loss Statement and basic financial

ratios.
"A first look at the numbers”

"Starting Right!"
- Opening the Books
Preparatory work: Inventories...Equipment register...Depreciation and
income tax considerations.

"Keeping Track of What's Going On"

‘Business Records }

*The number of classes devoted to small business recordkeeping will vary
by school and the knowledge and understanding of their owner/manager
enrollees.

Pricing

- Maximizing Gross Profit
Calculating and using the breakeven point, and formulating a pricing
strategy.

Forecasting Profits and the Cash Flow Part I

Forecasting Profits and the Cash Flow Part II

Estimating Sales by Class and Department 7
- Setting the profit objective...Make a sales forecast...Estimate Gross

Profit and Operating Profit.

Understanding and Using Financial Statements and Significant Ratios

Current Assets Management 7 7 B
Projecting monthly Cash Flow...Determing a credit policy...Determining
the most profitable inventory.

~ Develop a short-term financial forecast...Determine a working capital
policy...Determine goals of trade credit and commercial bank loans...
Establish and maintain a good bank relationship.

68

75



15. Capital Planning 7 HO=13 ontinued)
- Planning capital needs - Balance Sheet analysis ’ (continued)
Forecasting inventory levels and asset accounts

Understanding and Evaluating Mone Sources

Banking relations...Financing...Trade credit...Internal sources .

16,

17. Income Tax Planning and Management o
Investment credits...Depreciation schedules.

18. Developing a Business Plan 7
Why they are important factors to be considered...Building in credibility
...The plan as a fluid document.

**Additional ésnferenﬂes,rseminarS; workshops, or short classes taught by the
teacher/coordinator may be scheduled at different times throughout the year.

* ok ok o* ok ok k kK k ok kA kK K ok

YEAR 2 CURRICULUM
(Advanced)

1-4 Financial planning through the use of Visicalc (training on micro-computer)
6-12 hours.

Financial Statement Analysis o
Interpreting the Profit and Loss Statement and Balance Sheet, and

computing key ratios.

6. Computing Return on Investment 7 )
Learn ways to reduce expenses and accounts receivable, increase sales,
gross margin and turnover, and use financial leverage.

7. Small Business Advertising 7
How an effective promotional program can help, developing an ad
budget, and examining the media available in the local area.

13. Improving Your Business_ Image . . 7
Improving customer relations, examing your own business inage, and
developing an effective public relations program.

14. Self-Motivation

Re-setting your goals and your own self image.

15. Management by Exception
Dealing only with problem areas.

16. Developing a Management Team
Using different external and internal sources effectively.

**A Tocal school may insert different teaching units into its curriculum, or
teach units in a different sequence. It must be remembered, however, that the
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HO-13 (continued)

basis of the SBM program is to train Small Business owners the importance of
sound recordkeeping; how to analyze and manage their businesses ‘using their
records, and improving their management and marketing skills.

PHYSICAL FACILITIES, EQUIPMENT, AND INSTRUCTIONAL MATERIALS

The following facilities and equipment must be provided for this program:

1. C%assrcom with a minimum of 720 square feet for afternoon and evening
classes.

2. Office with a minimum of 250 square feet with telephone available.
Classes may be conducted in the existing facilities of local
Marketing Education departments and Joint Vocational Schools
if there is a classroom and office available during the time
the SBM classes meet.

3. Equipment - The specialized equipment and supplies for this program
will cost approximately $3500 (1978 prices). )
Detailed information relative to equipment and supplies, teaching
units, and instructional materials can be obtained from: Market-
inglEducatian, Room 915, 65 South Front Street, Columbus, Ohio
43215.

TEACHER CERTIFICATION

Any teacher holding a valid teaching certificate in Marketing Education, who
has participated in the pre-service workshop, (conducting the Small Business
Management Program), and has demonstrated realistic and practical Small Busi-
ness planning and analysis procedures and techniques will be approved. It is
strongly suggested the potential instructor has at least two (2) years of
recent experience in either managing or operating a Small Business.

OR

The instructor-applicant for the Small Business Management Program must have
the following:

* College degree (preferably in Business Administration or Education)
~and two (2) years of recent, satisfactory work experience as an
owner and/or manager of a small business.

* Holds a high school diploma (or equivalent) and has five (5) years
of recent satisfactory work experience as an owner and/or manager
of a small business.

Plus, this person has participated in the pre-service workshop, will be issued
a one-year Adult Marketing Education teaching certificate for this specific
program.
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WORKSHOP EVALUATION

The workshop evaluation form that follows (HO-14) is designed
to help workshop sponsors collect information from workshop
participants on the level of knowledge gained through their
experience and the change, if any, in their attitudes toward
entrepreneurship. Workshop planners may wish to use HO-14 as a
starting point from whieh to develop their own workshop evaluation
system that captures information of paiticular interest to the

sponsoring agent.
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HO-14

OHIO ENTREPRENEURSHIP WORKSHOP EVALUATION

Please indicate your attitudes about each of the following
Statements regarding entrepreneurship education and training.
This information provides your input for use by the State
Entrepreneurship Education Task Force., It is completely
anonymous. ,

Mark the form using the following scale by cireling the
appropriate number as follows:

=
I

Strongly Disagree
Disagree
Undecided

Agree

Strongly Agree

1. This workshop gave me new insights intc the need 12 3
for increased entrepreneurship education/training
in Ohio.

T

2. Prior to attending the workshop I considered 12
entrepreneurship education and training the
responsibility of others.

3. After attending the workshop, I feel that my 12 3
organization should be more involved in entre-
preneurship education and training.

4. The ENTR file will be useful to my organization 123
in promoting entrepreneurship.

=
™)
[P

5. At this workshop I made contacts that will help
my organization be more involved in entrepre-
neurship education and training.

6. This workshop was of benefit to me because of 123
the new ideas I can bring my organization.

7. Career education programs from elementary school 12 3
thru secondary should include entrepreneurship
learning,

8. Vocatienal education programs at the high school 12 3
level should teach entrepreneurship competencies

45 a career option.

9. Ohio's 2-year technical schools should include 123
entrepreneurship education as part of their
associate degree programs.

1Y
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HO-14 (continued)

10. The sample programs provide new ideas concerning 12 3435
what my organization can do.

28]
L
=
.

11. My community should provide more training and 1
counselling for potential entrepreneurs.

12. T believe additional meetings of this kind should 1 2 3 45
be conducted.

-
L

13. The database available through the Ohio Career 123

Information System will be useful to me.

BASIC BACKGROUND OF PARTICIPANT

Circle the appropriate as follows:

14. My organization is

I—_‘M

.. Public Education

2. Publie Sector/Government
3, Non=Profit Sector

. Private/For-Profit Sector

Wb L

15. 1If you represent public education,
is your responsibility in

Prevocational/Career Ed./Academic
Vocational and Secondary Schools
2=Year Colleges

4-Year Colleges

. Adult/continuing educatien at
any location

UL Ly N
L]

l6é. If you represent the public sector, is
your agency

l. HNational
2. Btate
3. Local

17. If you represent the non-profit sector,
is your organization a

Professional Association

. Foundations

Public Service/Crganization
Clearinghouse Database
Educational Institution

ol L B
L]

you represent the for-profit sector,
your organization a

|L_.l
o
]
W

. Business service provider

Private enterprise in the community
. Clearinghouse/Database

. Business/Industry Association

NN
.
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OHIO ENTREPRENEURSHIP EDUCATION TASK FORCE

The 29-member Ohio Entrepreneurship Education Task Force met
for the first time in late fall of 1983. These high=level
decision makers inside and outside of state government met to
determine ways in which their respective service delivery networks
could work together to infuse entrepreneurship education into all
levels of education statewide.

As an initial step, the task force undertook a joint effort
to determine the extent of available entrepreneurship
education/training resources and to share this information with
all interested parties. The result of this effort iﬁcluﬂéa the

publication of a directory, Entrepreneurship Resources In Ohio;

the initial research and development of an automated database:; and
the execution of five leadership awareness workshops,
"Entrepreneurship for Ohio's Future, " held across the state.

The Ohio Entrepreneurship File project is an extension of
these earlier efforts. Attached is a list of members who comprise

the Ohio Entrepreneurship Education Task Force (HO-15).
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Ohio EﬁtréprEﬁéurghip

Leon Albert, Director
Evening College,

Employee & Management
Stark Technical College
6200 Frank Road, NW
Canton, Ohio 44720
(216) 494-=6170

M. Catherine Ashmore
National Center for

Research in Vocational Education
1960 Kenny Road

Columbus, Ohio 43210-1090
486-3655 ext. 47s

Robert Bailey

Ohio Technical Transfer
Organization ,

The Ohio State University

1712 Neil Avenue

Columbus, oOhio

422-5485

43210

Susan Brusk

Junior Achievement of
Central Ohio, Inc.

1287 King Avenue

Columbus, Ohio

488-1878

43212

Larry Casterline, Asst. Director

Business and Marketing Education
Division of Vocational Education

65 South Front Street, Room 909

Columbus, Ohio 43215

466=3891

Jim Cummins, Assistant Director
Agricultural Education 7
Division of Voecational Education

65 South Front Street, Room 910
Columbus, Ohie 43215
466-=3076

HO-15

Education Task Force

Mark Davidson, Director

National Federation of
Independent Business

Governmental Relations

50 West Broad Street, #1610

Columbus, Ohie 43215

221=4107

Sheryl Dickey

Deputy Director

Small & Developing Business
Department of Development
30 East Broad Street
Columbus, Ohio 43215
466-4945

Nancy Edi~Hattery

Ohio Technical Transfer
Organization

The Ohio State University

1712 Neil Avenue

Columbus, Ohio

422-5485

43210

Jerry Garman

Management Assistance
Officer

Small Business Administration

85 Marconi Boulevard

Columbus, Ohio 43:z15

469-6860

Joan Gritzmacher
The QOhio State University

1787 Neil Avenue, Campbell Hall
Columbus, Ohio 43210
422~=4487

Susan Gross
Junior Achievement of

Central Ohio, Inc.
1287 King Avenue
Columbus, Ohio 43212
488-1878
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James Hamilton
Ohio Advisory Council
for Vocational Education
750 Brooksedge Blvd.. Suite 105
Columbus, Ohio 43081
891=4764

Karen Heath

Home Economics Education
Division of Vocational Education
65 South Front Street, Room 912

Coiumbus, Ohio 43215
466=3046

Dan Jones

Ohio Council of Retail Merchants
50 West Broad Street

Columbus, Ohio 43215

221-7833

Joanna Kister, Assistant Director
Home Economics Education

Division of Vocatiocnal Education
65 South Front Street, Room 912
Columbus, Ohio 43215

466=3046

Al Neff

Board of Regents
State Office Building
30 East Broad Street
.Columbus, Ohio 43215
465-5810

Mary Noonan, Executive Director
Inter-University=-Council

~of Ohio

21 West Broad Street
Columbus, Ohio 43215
464-1266
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Bernard Nye
Business and Industry Coordinator
Columbus Technical Institute

550 East Spring Street

Columbus, Ohio 43215
227=2400
Darrell L. Parks, Director

Vocational and Career Education
State Department of Education
65 South Front Street, Room 907
Columbus, Ohio 43215

466-3430

Sonia Price, Assistant Director

Coordination of Program Services

Division of Vocational and
Career Education

65 South Front Street, Zoom 907

Columbus, Ohio 4321E
466=3430

Hal Roach, Executive Director
Ohio Technical and

Community College Association
Columbus Technical Institute
Eibling Hall
550 East Spring Street
Columbus, Ohio 43215
227=2409

Ed Scahill, President
Ohio Joint cCouneil

on Economic Education
112 West Hall
1050 Carmack Road
Columbus, Ohio 43210
422-5276

Karen Shylo, Assistant Director

Career Education

Division of Vocational Education
65 South Front Street, Room 901

Columbus, Ohiec 43215
466=5718



Linda Siefkas

Ohio Chamber of Commerce
17 South High Street
Columbus, Ohio 43215
228=4201

Marguerite Turnbull
Ohio Bureau of Employment

Services
JTPA

145 South Front sStreet
Columbus, Ohio 43215

466-3817

Jim Wiblin, Assistant Director
Trade and Industrial Educatien
Division of Vocational Education
65 South Front Street, Room 913
Columbus, Ohioc 43215

466~2901

Barbara Wise

Trade and Industrial Education
Division of Vecational Education
65 South Front Street, Room 913
Columbus, Ohio 43215

466=-2501
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