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Introduction

w

In 1970. Alvin Toffler wrote in Future Shock, "In three short decades between now and the
twenty-first century, millions of ordinary. psychologically normal people will face an abrupt collision
with the future.” He continues by suggesting that the technological changes we are experiencing now
are “in all likelihood, bigger. deeper, and more important than the industrial revolution.” We are
now colliding with that future. Technology is part of our every-day activities. Understanding and
using computers and computer software is becoming a necessity rather than a choice for individuals
and organizations alike. Illiteracy is beginning to mean computer illiteracy.

At a leadership conference in Massachusetts. Head Start directors were asked what feature
they found most special when they first came to work in the Head Start program. Head Start’s focus
on families and children, treating the whole family as a unit, the comprehensiveness of the services
and the determination to help parents become empowered came up overwhelmingly as number one.
The second most outstanding quality of Head Start was identified as "a family atmosphere among
staff." These two values serve as the under pinnings of this highly successful program.

These values point to a clear focus of the program--human services. Head Start is a premier
program from a grassroots origin. It is filled with staff members who are dedicated to improving the
quality of life for children and their families. As such, Head Start evolved into a culture which
emphasizes interpersonal relationships., direct responsiveness to family needs and in-depth
comprehensive services for children and families.

Technology and Human Services -- the terms appear to be mutually exclusive. Human
Services denotes caring, people. interpersonal relationships, direct responsiveness to family needs and
in-depth comprehensive services for children and family. Technology uses machines and machines
require precise terms, complex data. logic. The task for the National Data Management Project is to
share the capabilities of technology with the Head Start community and thus. to bring about improved
services for the children and families in the program. This manual is offered as a means of attaining
that goal.

Many Head Start programs have met the challenge of technology and h-.. shifted from more
traditional methods of doing office work based mainly on paper to reliance on a variety of keyboard
and display devices.

Head Start programs use computer technology for a variety of tasks. Word processing and
database management of program information are perhaps the two most widely used types of
software. The National Head Start Bureau has contracted for the development of several software
products:  PCCOST. a grant application program, is available for no cost to every Head Start
program and delegate agency. and is used by many. This software helps to eliminate errors in the
grant writing process resulting in timely refunding. The annual PIR can be computed and sent
electronically to the Regronal Offices. Other software programs designed to facilitate the management
of Head Start programs are n the developmental stage and will soon be available.

Many Head Start programs use technology to communicate on-line with other users of the
NHS-BRBS and to share information with them. On-line telecommunications allows users to "talk”
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with other users around the world, to access encyclopedia. newspapers. ERIC and other databases.
legislation .. the list is almost endless. A "library of information" s available 10 anyone who has a
computer. a modem attached to @ telephone line. and the necessary communication software, The
National Head Start Bulletir. Board System (NHS-BBS). an clectronic communication system of the
National Data Management Project. is used by over 1800 persons in the Head Start community to
communicate with each other and to share information.

Computer technology continues to advance at a steamroller pace. changing nearly as quickly
as world maps in 1991, In the last 40 ycars. computers have become increasingly powerful, fast, and
imexpensive, There is scarcely any activity in Head Start associated with capturing data or tracking
information that you cannot relegate to these tircless. accurate, and fast machines.

Purpose and Limitations of The Head Start Automation Manual

This manual is meant to provide information on the capabilities of technology and to assist
Head Start programs as they use computers to manage their programs. write their grants,
communicate with other Head Start programs around the country, and introduce technology to the
children in therr classrooms.

Once important learning that will come 10 you as vou use this manual is that technology is
never static. . What is new today is old tomorrow . Hardware and software are constantly being
upgraded. newly developed. € hdptu’\ that were written for this manual will be out-of-date by the
time they are published and reach your desk. However, over time prices change for the betier,
software upgrades cure bugs. and hardware becomes more powerful and affordable. Checking with
the vendor will help assure you the opportunity 10 purchase the latest (translate biggest. fastest, does
more) hardware and software packages. Vendor infermation is included in the chapters.

An important message for you to understand from reading this manual is the importance of
software to the operation of vour computer (hardware). Since it is the software that runs the
computer, wise shoppers select the software for their program/classroom and then purchase the
computer and other hardware products needed 1o operate it remembering that this new software will
be updated and newer software developed tomorrow, Newer, more innovative software is in the
plannmg stages as we write and will he on the market by the time you receive this guide.

Contents of The Head Start Automation Manual

This manual contains six chapters: The first. Head Start Computer Software Guide, written 1,
the Spring of 1992, compares nine Head Start Specific Software packages on a matrix using Head
Start program requiremen. .. Vendor supplied information about their software systems and their
address and phone number are included in this chapter. Be sure to contact the vendors tor current
mtormation on cach of the software packages.

Chapter Two, Highteri Technology for Head Start, provides both a look into the tfuture and a
look at some of the options available today. A word of caution is also offered ... buying the newest
“bestest.” and most wonderful product may cost you money.  Postponing a computer purchase a few
months may save you hundreds of dollars. What was once new. expensive, and full of bugs hecomes
older, less expensive. and more efficient. The decision of what and when to buy should be based on
a program’s needs. software selections and budget.

With the help of dozens of experts in the non-profit accounting arena, the National Data
Management Project has undertaken a review of fund- -accounting software systems.  Information on
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three of these systems is reviewed in Chapter Three, Fund-Accounting Software Review. This review
is an attempt to introduce the concept of fund-accounting software systems fo programs that may rot
know of this software and as a possible alternative to grantee-accounting systems that may no longer
be adequate

The title of Chapter Four, Planning for Automation, defines its focus. The goal of this
chapter is to provide guidance for Head Start programs planning to automate and some useful and
practical planning tools. Readers will find questionnaires. work-forms, and other aids to assist with
the collection of information necessary for such planning.

The rapid expansion of Head Start programs, the multiple funding streams of programs
providing wrap-around services for children, and the responsibility to generate financial reports in a
timely and accurate manner have made pencil and paper accounting systems obsolete. A reliable and
accurate financial management system that can quickly generate a variety of reports is necessary.
Chapter Five. An Accounting Software Buyer's Guide, provides information on establishing a financial
management system.

Chapter Six. The Role of the Head Start Director. discusses the leadership skills necessary to
make computerization happen and to manage the process to effective fulfillment. The complexity of
the Head Start program, the unique components of the automation process. the changing demands of
leaders in these times and the emerging issues facing Head Start are all reflected in this chapter.

Once a program decides 10 use computers in its classrooms, Chapter Seven. Using Computers
in Head Start Classrooms, will offer valuable information on the selection of software. Since
software is what children interact with on a computer, the chapter contains and defines a Guide for
the Selection of Software in Head Start Programs and compares a variety of software packages using
vendor supplied information. Introducing children to computers. staft training. and placement of
computers in the center compiete the chapter.




Chapter One

Head Start
Specific Software Guide

Spring, 1992
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Y = Yes I =In the system
E =Fxtra information
R =Ina menu report

Family/Child Information

(Social Services/Parent Involvement/Intake)

CHILD HEAD
FACTS+ + PLUS 11 STARTER

A. Child’s Intake Information

I E R I E R | E R
1.  name, address, Y Y Y Y Y Y
phone no.
2. child social security no. Y Y Y Y Y Y
3. birthdate Y Y Y Y Y Y
4. dob verification noted Y Y Y
5. race Y Y Y Y Y Y
6. national origin * * * *
7.  citizenship noted * * * *
8.  child’s dominant language Y Y Y Y Y Y
9.  home language Y Y Y Y Y Y
10. child speaks English Y Y Y Y Y Y Y
1. sex Y Y Y Y Y Y
12.  years of Head Start Y Y Y Y Y Y
experience
13.  school year listed Y Y Y Y Y Y
14. general directions Y Y Y Y | YL]Y Y Y Y
to home
15. social services/parent inv. Y Y Y Y YII'Y Y Y
staff person assigned

*option available via use of "free fields" or a "remarks" section

o Data Management Project 1991
EMC Head Start Resource and Training Center

IToxt Provided by ERI 4
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Family/ Child Information

(Social Services/Parent Involvement/Intake)

icontinued)

HEAD HEAD START
START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST
A. Child’s Intake Information
I E|R 1 E|R I E| R I E R I E|R E|R
Y {Y|Y bt Y Y Y Y Y Y Y
Y Y| Y Y Y Y Y * Y | *
Y Y| Y Y Y Y Y Y Y Y Y
Y 1Y Y Y Y Y * Y | *
Y | YL]Y Y Y Y Y Y Y * Y [ *
Y Y Y Y * Y | *
Y Y Y Y * Yt o*
Y| Y|Y Y Y Y Y Y Y * Y | *
Y | Y| Y Y Y Y Y Y Y * Y | *
Y| Y|Y Y Y Y Y| Y Y Y Y * Y | *
Y | Y]Y Y Y Y Y Y Y Y Y
Y | Y| Y Y Y Y Y Y Y * Y | *
Y | Y|Y Y Y Y Y Y Y * Y | *
Y Y'Y Y Y Y Y * Y | o
YlY Y Y Y| Y Y Y * Y | *
*option available via use of “free fields" or a "remarks” section
Data Management Project 1991

. d .. 'R
EMC Head Start Resource and Training Center )
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Y = Yes

Family/Child Information

(Social Services/Parent Involvement/Intake)

]

I =In the system
E =Extma information
R =Ina menu repert

CHILD HEAD
FACTS+ + PLUS 11 STARTER
I R I | E R
16. family educational needs/ Y Y Y Y Y * *
health conditions
17. financial need Y Y Y Y Y Y Y
18. family employers Y Y Y Y Y Y
19. user defined fields Y Y Y Y Y
20. remarks Y Y Y Y Y

B. Program Service Information

Head Start Resource and Training Center

| E R I E I E
1. child’s transportation Y Y Y| Y Y Y
needs noted
2. child’s transportation Y Y Y |Y Y Y Y
routes noted
3. child’s transportation Y Y YI|Y Y Y Y
scheduling
*option available via use of "free fields" or a “remarks” section
Data Management Project 1991
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wcontinued)

Family/Child Information

(Social Services/Parent Involvement/Intake)

HEAD HEAD START
START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST
L
1
I E| R I E|R I E I E R I R I E|R
Y Y| Y Y Y Y * Y | =
Y Y'Y Y Y Y Y Y * Y | *
Y YI|Y Y Y Y Y Y Y Y Y|Y
Y Y| Y Y Y Y Y Y Y|Y
Y Y |Y Y Y Y Y Y Y Y Y

B. Program Service Information

Y Y'Y Y Y Y Y Y Y
Y YI'Y Y Y Y Y Y Y
Y Y| Y Y Y Y Y Y Y

*option available via use of "free fields" or a "remarks" section

Q Data Manzgement Project ) 1991
EMC Head Start Resource and Training Center Lo

IToxt Provided by ERI




Y = Yes I =In the system
E =Extra information
R =Inamenu report

Family/ Child Information
(Social Services/Parent Involvement/Intake)

CHILD HEAD
FACTS+ + PLLUS HI STARTER

C. Program Management Information

I E R I E | R I E R
1. child's ID noted Y Y Y Y Y Y
2. classroom ID noted Y Y Y Y Y Y
3, teacher’home visitor Y e Y Y Y Y
assigned to child
4.  center ID noted Y Y Y Y Y Y
5. county ID noted Y Y Y Y
6.  Head Start program Y Y Y Y Y Y
option noted
7. child's classroom Y Y Y Y
schedule posted
8. classroom teacher 1D Y Y * * Y Y
noted
9.  notice of acceptance Y Y Y Y Y Y
sent
10.  parent acknowledge Y Y Y Y
acceptance
tl. class/days Y Y Y Y

*option available via use of “free fields” or a "remarks" section

Data Management Project 1991
Head Start Resource and Training Center

Q
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Family/Child Information

(Social Services/Parent Involvement/Intake})

HEAD HEAD STARY
START AUTOMATED CHILD
HEAD START DECISION MANAGEMENT CARE
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000

Mm-

C. Program Management Information

(continued;

WORK
CHECK
LIST

ytylyl|l vy Y V% v I« X
Y| Yj{Y{|Y Y Y Y || * *
Yy|lYy|Yyyy Y Yl v Y | Y Y
Y Y |Y]|Y Y| v Y| v Y || * *

Y Y L Y Y || = *
Yy YL Y Y Y Y v Yy | = | v ] =
yivy |yl y Y Yyl Y Y || Y Y
Y Y Y Y I Y Y
« lyly Y Yi v Yyl ylyl|y
=Y lY Y Y| Y y | Y | Yly
YiY|Y]| Y Y| v Y|y Y | Y Y

*option available via use of "free fields” or a "remarks” section

Data Management Project
Head Start Resource and Training Center

1991




Y = Yes

I =In the system
E =Exta nformation
R =Inamenurepont

Family/ Child Information
(Social Services/Parent Involvement/Intake)

CHILD HEAD
FACTS+ + PLUS 11} STARTER

W
%

D. Emergency Information

1. emergency contact name Y Y Y [ Y]Y Y Y Y
and phone number

2. alternate emergency contact Y Y Y Y| Y|Y Y Y Y
name and phone

3. relationship of contact Y Y Y Y Y Y Y
to child

4. times of availability Y Y * *
for contact

5. physician listed Y Y Y Y Y Y

6.  dentist listed Y Y Y Y Y Y

7. hospital or clinic Y Y * Y
listed

&.  medical services Y Y * * Y Y

phone numbers

9. conditions requiring Y Y * * Y Y
attention

*option available via use of “free ficlds“ or a "remarks” section

Data Management Project 1991
O Head Start Resource and Training Center f
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(continued)

Family/Child Information

(Social Services/Parent Involvement/Intake)

HEAD HEAD START

START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST

D. Emergency Information

| E R I E R | E R | E R | E| R I E R
Y 3 Y Y 3 Y 3 Y Y Y Y
Y Y Y Y Y Y Y Y Y Y Y
Y Y Y Y Y Y 3 Y Y Y Y
Y Y Y Y Y Y * *
Y 3 Y Y Y Y Y Y Y Y Y|Y
3 Y Y Y 3 Y Y Y YI|Y
Y Y Y Y Y Y Y Y Y Y Y
Y Y Y Y Y Y Y 3 Y Y Y| Y
Y Y Y Y Y Y Y 3 Y Y Y| Y

*option available via use of “free fields” or a "remarks" section

Q Data Management Project 1991
EMC Head Start Resource and Training Center .
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Y = Yes I =In the system
E =Extra information
R =Ina menureport

Family/Child Information

(Social Services/Parent Involvement/Intake)

CHILD HEAD
FACTS+ + PLUS I STARTER

%
E. Enrollment Process

| E R I E [ R I E R
1. application date Y Y Y Y Y Y
2. application status Y Y Y|Y|Y Y Y
noted
3.  enrollment date Y Y Y Y Y Y
4. intake criteria noted Y Y Y|IY]Y Y Y
5. waiting list maintained Y Y Y|[Y|Y Y Y
6.  disabling condition noted Y Y Y| YL]Y Y Y Y
7. reason not accepted Y Y Y | Y|Y Y Y
noted
8.  home visit date(s) Y Y Y Y Y| Y Y Y Y
9.  attendance posted and Y Y Y Y Y Y Y
totaled
10.  date of initial contact Y Y * . Y Y
11. termination date Y Y Y|Y|Y Y Y

*option available via use of "free fields" or a "remarks" section

Data Management Project 1991
©  Head Start Resource and Training Center —F (
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(continued)
Family/Child Information
(Social Services/Parent Involvement/Intake)
HEAD HEAD START
START AUTOMATED CHILD WORK
HEAD START DECISION  MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST

( E. Enrollment Process

I E| R I E|R 1 EIR 1 E R I E R I EI[R
Y Y |Y by Y Y Y Y Y

Y Y |Y Y Y Y Y Y Y Y Y Y

Y Y'Y Y Y Y Y Y Y Y Y

Y Y'Y Y Y Y Y Y Y

Y Y|Y Y Y Y Y Y Y * Y *

Y Y| Y Y Y Y Y Y Y Y Y Y

Y Y'Y Y Y Y Y * Y *

I

Y Y Y Y Y Y Y ) * Y *

Y Y Y Y|Y Y Y Y Y Y Y

Y Y'Y Y Y Y Y Y Y Y Y Y

Y Y| Y Y Y Y Y Y Y Y Y Y

*option available via use of "free fields” or a "remarks” section

Q Data Management Project P 59T
EMC Head Start Resource and Training Center J
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Y = Yes I =In the system
E =Extra mformaton
R =Ina menureport

Family/Child Information

(Social Services/Parent Involvement/Intake)

CHILD HEAD
FACTS+~+ PLUS IIT STARTER

—_
F. Family Intake Information

I |EJRJIJE|R|T]|E|R
1. adult names. addresses. Y Y Y Y *1Y Y Y
phone nos.
2. work phone no. Y Y Y | Y'Y Y Y
3. family ID no. Y Y Y Y Y Y
4. social security nos. Y Y Y Y Y Y
(for adults)
5. race/nationality Y Y * * Y Y
6. employed/working status Y Y Y Y| Y Y Y
7. income eligibility Y Y Y | Y|Y Y Y
noted
8.  income listed Y Y Y Y Y'Y Y Y
9.  income verified Y Y Y Y Y |Y Y Y
10.  public assistance noted Y Y Y Y Y Y Y
11. agencies involved with Y Y Y Y ] Y]Y Y Y
famnily noted
12.  matenal status noted Y Y Y Y Y Y
13. no. in family Y Y Y Y | Y Y Y
I4.  no. in household Y Y Y Y'Y Y Y

*option available via use of "free fields” or a “remarks” section

Data Management Project 1991
Q Head Start Resource and Training Center 1
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(conunued)

Family/ Child Information

(Social Services/Parent Involvement/Intake)

HEAD HEAD START

START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LiST

M

F. Family Intake Information

I {E|{Rj 1T | E|R| L] E]|R 1 |[E{/R§T|E|R|I1|E|R
Y Y |y Yy v Y Y Y | Y Y

Y ' Yoy Y Y Y | Y Y

Y Y% Y i Y y || = x

Y YOIy Y Y || Y Y

Y Yoy Y Y v vl «1v] =

Yy | Y| Y| vyl Y| vy Y vy || Y Y

Y | Y| Y] * Y | Y Y Y Yy ~]vy]| -~ o
Y | Y| Y| Y i v Y Y vy I ~ly]| =

vy Y| Y| Y v vy Y Y \ « Ly | x

Y LYy byl o Yy | Y| Y Y Y Y 1y | =

y |yl Yy | v Y Y Y Yy | =Y *

vy |y|lYy 'Y Y| v Y Y Y | ]y | *

Yy iy | Y| vY Y || v Y Y Y | ~ 1y *

Yy iy |Y{ Yl Yy |[Y|lyY Y Y Y [l ~ | Y] *

“option available via use of "free fields” or a remarks” section

Q Data Management Project 1991
EMC Head Start Resource and Training Center 14




Y = Yes I =In the system
E =Exira informanon
R =Ina menu report

Family/Child Information

(Social Services/Parent Involvement/Intake)

CHILD HEAD
FACTS+ + PLUS I STARTER
I E R | E|R I E R
5. family relationships Y Y Y |YLY Y
noted
16. education level of Y Y Y Y Y Y
parents
17.  physical condition of Y Y Y Y Y |Y Y Y
parents
18. disabling condition status Y Y Y | Y| Y Y Y
of parents
19.  siblings listed Y Y Y Y [ Y]Y Y Y
20. parent TB testing Y Y Y Y Y Y
noted
21. parent food-handling Y Y Y Y
noted

“
G. Volunteer Information

I E R I E|R I E R

l. volunteer interests Y Y * * * *
listed

2. times available for Y Y Y Y Y Y
volunteer

3. individual volunteer Y Y Y Y Y Y
hours posted

4. child care needs Y Y Y * * * *
noted

5. adult transportation Y Y Y * * * *
needs noted

*option available via use of "free fields" or a "remarks" section

Data Management Project 1991
Q@  Head Start Resource and Training Center /‘; (;
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(continued)

Family/Child Information

(Social Services/Parent Involvement/Intake)

HEAD HEAD START
START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER MANAGER SYSTEM CAPTAIN 2000 LIST
R NNENNNNNN_A_—— e S
1 R I E 1 E R 1 E R I E [ E R
Y Y Y Y Y Y
Y Y Y Y Y Y Y Y Y * Y *
Y Y Y Y Y Y Y Y * Y *
* Y Y Y Y Y Y Y * Y *
Y Y Y Y Y Y Y Y Y Y Y o Y *
* Y Y Y Y Y * Y *
* Y Y Y Y * Y *

Y Y|[Y Y Y Y Y * Y *
Y Y'Y Y Y Y Y * Y *
Y Y'Y Y Y Y Y Y i Y Y Y| Y]Y
Y Y|[Y Y Y Y Y * Y *
Y Y| Y Y Y Y * Y *

*option available via use of "free fields” or a “remarks” section

Q Data Management Project 1991
EMC Head Start Resource and Training Center A
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Y = Yes I =In the system
E =Exta information
R =Ina menu report

Family/Child Information

(Social Services/Parent Involvement/Intake)

CHILD HEAD
FACTS+ + PLUS 111 STARTER

H. Service to Families

I E R I E | R | E R
I.  family needs assessment Y Y Y Y| Y|Y Y Y
2. family needs tracking Y Y Y Y Y| Y Y Y
system
3. direct/referred services Y Y Y Y Y | Y Y Y Y
noted
4. comumunity resources Y Y Y Y] Y (Y Y Y
listed
Data Management Project , 1991
Head Start Resc'irce and Training Center ;,3 :‘f




(continued)

Family/Child Information

(Social Services/Parent Invoivement/Intake)

HEAD HEAD START
START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER MANAGER SYSTEM CAPTAIN 2000 LIST

m
H. Service to Families

1 E|R I E|R I E R I E R I E| R I E R
Y Y'Y Y |'Y Y Y Y Y Y Ly *

Y Y| Y Y Y Y Y Y LY | o+

Y Y |Y Y |Y Y Y Y Y Y *1Y *

Y Y|Y

*option available via use of “free fields” or a "remarks" section

Q Data Management Project 1991
EMC Head Start Resource and Training Center o~
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Y = Yes I =In the system
E  =Extra information
R

=Ina menu report

Health Component
CHILD HEAD
FACTS++  PLUSIN  STARTER

A. General Health Information

1 E R 1 EJ|R | E R
I.  emergency contact Y Y Y | Y| Y Y Y Y
2. birth information Y Y Y Y
3. developmental history Y Y Y *1Y Y Y Y
4. current health status Y Y Y * 1Y Y Y
5. medication dispensed Y Y * 1Y Y Y
6.  allergies noted Y Y Y i Y{Y Y Y
7. special diet noted Y Y Y |Y}Y Y Y Y
8. fluoridation noted Y Y * * Y Y

N

B. Child Health Procedures

1. physical exam date Y Y Y Y| Y |Y Y Y Y
2. physician listed Y Y Y * * Y Y Y
3.  dental exam date Y Y Y Y Y| Y Y Y Y

*option available via use of "free fields" or a “remarks” section

Data Management Project 199]
Head Start Resource and Training Center
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{continued)

Health Component

HEAD HEAD START
START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK

DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST

A. General Health Information

Y Y Y Y Y Y Y Y Y Y Y|Y
Y Y| Y Y Y Y Y Y Y
Y Y |Y Y Y Y Y * Y | *
Y Y Y Y Y Y Y Y Y Y Y * Y | *
- Y Y Y Y Y Y Y Y Y'Y
ht Y Y Y Y Y Y Y Y Y Y YI|Y
Y Y Y Y Y Y Y Y Y * Y | *
Y Y'Y Y Y Y Y Y Y * Y | *
L——m—_

B. Child Health Procedures

1 E| R I E R I E R I E|R ! E|R I E R
Y Y| Y Y Y Y Y Y Y Y Y * Y [ *
Y Y'Y Y Y Y Y Y Y Y Y
Y YiY Y Y Y Y Y Y Y Y * Y | *

=option available via use of “free fields” or a "remarks” section

Data Management Project 1991
o . Head Start Resource and Training Center 0
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Y = Yes I =In the system
E =Exra mformagon
R =Ipna menurepon

Health Component
CHILD HEAD
FACTS+ + PLUS III STARTER
I E R I E|R 1 E
4. dentist listed Y Y * * * Y
5. dental treatment noted Y Y Y Y| Y Y Y
6.  dental treatment Y Y Y Y|Y Y Y
schedule
7. disease history Y Y * * Y Y
8. family disease history * * Y Y
9.  growth assessments Y Y Y Y Y'Y Y Y
posted
10. medical screenings Y Y Y Y Y|Y Y Y
listed
11.  TB testing noted Y Y Y Y|Y Y Y Y
I2.  immunization records Y Y Y Y Y| Y Y Y Y
posted
13.  next immunizations Y Y Y 1Y Y Y Y
scheduled
14. mental health issues Y Y Y Y| Y Y
posted
15. health referral noted Y Y Y Y YI|Y Y Y Y

“option available via use of “free fields" or a "remarks” section

Data Management Project 1991
O Head Start Resource and Training Center
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(continued)

Health Component

HEAD HEAD START
START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST
| I E | R I E | R I E|R I E rl E | R
Yy |lY|Y Y Y Y Y Y
Y | Y[ Y Y Y Y Y Y Y * Y | *
| 1
Y | Y[Y Y Y Y Y Y Y * Y | = I
Yy | Y Y Y Y Y Y Y * y | *
* Y Y Y Y Y * Y | *
Y | Y| Y Y Y | Y Y Y Y Y * Y | *
Y | Y| Y Y Y |Y Y Y Y Y * Y | *
Y | Y Y Y Y | Y Y Y Y Y Y Y
Yy | ylvy Y Y | Y Y Y \ Y Y Y 'I
Y Y Y Y Y Y Y Y * Yy | = H
Y | Y'Y Y Y | Y Y Y N N * Y | *
Y | Y ¥ Y Y Y Y Y Y Y Y“
i

*option available via use of "free fields" or a "remarks" section

N

1991

Data Management Project
Head Start Resource and Training Center
13




Y = Yes I =In the system
E =Extra information
R =Inamenu report

Health Component
CHILD HEAD
| FACTS+ + PLUS IIi STARTER

C. Supervisory Information

1. medicaid eligibility Y Y Y | Y'Y Y Y
noted

2. medicaid expiration Y Y
date

3. medicaid 1D no. Y Y Y Y Y Y Y

4. medical consent form Y Y ~ * - Y Y
noted

5. medical providers Y Y Y Y Y Y
listed

6.  health expenses noted Y Y Y Y Y Y

7. method of payment Y Y Y Y Y Y
noted

8.  insurarce provider Y Y Y Y Y Y
listed

“option available via use of "free fields" or a "remarks” section

Data Management Project ' 1991
Head Start Resource and Training Center e
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(continued)

Health Component

HEAD HEAD START

START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST
C. Supervisory Infermation

I E | R I E | R I I < R I

Y Y Y Y Y Y Y * Y *

Y YI|Y Y Y Y Y - Y *

Y Y| Y Y Y Y Y Y Y * Y *

* Y Y Y Y Y Y Y * Y *

Y Y [Y Y Y| Y Y Y Y Y Y i
Y Y'Y Y Y Y * Y *

Y Y Y YUY Y Y Y * Y *

Y Y Y Y Y

=option available via use of "free fields” or a "remarks” section

Data Management Project
Head Start Resource and Training Center

1991
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=I[n the system
= Extra information

| Y = Yes |
B
R =Ina menu report

Nutrition Component
\
1 CHILD HEAD
‘ FACTS+ + PLUS I STARTER
|

A. Nutritional Information
1. no. in household or Y Y Y |[Y|Y Y Y
family noted
2. USDA income eligibility Y Y Y Y[ Y |Y Y Y
noted
3. USDA meal category Y Y Y Y |Y Y Y Y
noted
4. meal count per month Y Y Y |Y|Y Y
posted
5. child dietary concerns Y Y Y Y Y Y Y
| noted
6.  compliance with sanitary Y Y Y| Y|Y
| requirements noted
|
7. food handler licenses Y Y Y[Y Y Y
noted
8.  report on actual meals Y Y Y
9.  track food supplies Y Y Y

*option available via use of "free fields" or a "remarks" sectjus

Data Management Project 1991
El{llc Head Start Resource and Training Center
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(continued)
Nutrition Services
HEAD HEAD START
START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER MANAGER SYSTEM CAPTAIN 2000 LIST
A. Nutritional Information
| E R I E R | E R | E| R | E R I E R
Y Y Y Y Y Y * Y *
Y Y Y Y * Y *
Y Y Y Yl vy Y
Y Y Y Yi v Y
Y Y Y Y Y Y * Y *
Y Y Y n Y =
* Y Y Y * Y *
Yy | Y Y Y| Y Y

=option available via use of “free fields" or a "remarks" section

Data Management Project 1991
Head Start Resource and Training Center




Y = Yes I =In the system
E =Extra mformation
R =Ina menu report

Disabilities Component

CHILD HEAD
FACTS+ + PLUS M STARTER

A. Special Needs Information

1. IEP date Y Y Y Y Y Y

2. IEP update noted Y Y Y Y Y Y

3.  over-income noted Y Y Y Y'Y Y Y Y

4. primary disability Y Y Y | Y]Y Y Y
specified

5. secondary disability Y Y Y Y| Y Y Y
specified

6.  type or amouni of Y Y Y *1Y Y Y
special services required

7. child’s special Y Y Y Y * 1Y * *
services noted

8.  parents’ special Y Y Y *1Y
services noted

9. conference/treatment Y Y Y Y * 1y Y Y
dates

10.. transition noted Y Y Y 1y *

B. Supervisory Information

I E R I E|R I E R
1. special needs staff Y Y * * Y Y
assigned
2. referral information Y Y Y * 1Y Y Y Y
3. provider of special Y Y Y * 1Y Y Y Y
services noted
4. special transportation Y Y Y Y Y Y
required

*option available via use of "free fields" or a “remarks" section

Data Management Project 1991
Head Start Resource and Training Center

Q
E MC 28 3 i)
v i [
m




(continued)

Disabilities Services

HEAD HEAD START

START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER MANAGER SYSTEM CAPTAIN 2000 LIST

A. Special Needs Information

I E|R| I

Y Y| Y Y Y * |y | =
Y | Y| Y] Y Y Y| * | Y| *
Y| Y[ Y] Y vyly Y || Y Y| * *
Y| Yl Y| Y Y| v Yy || v Y| = | v |~
Y |lY|Y{Y Y| v Y || Y Y| = |y | =
Y | Y|Y Y Y || Y Y| * [ Y|~
Y| Y| Y| Y Y Y || Y Y| = Y|y
sy |y ||y Y Y || Y v =~ | v~
Y |Y]|Y Y| vy | Y |Y Y| * | Y=

* Y Y Y Y Y * Y *

Y Y Y Y Y Y Y * Y *
* Y Y Y Y Y * Y *
* Y Y Y * Y *

*option available via use of "free fields" or a "remarks” section

Data Management Project 1991
Q@  Head Start Resource and Training Center




Y = Yes I =In the system
E =Extra information
R =Ina menu report

Education Component

CHILD HEAD
FACTS+ + PLUS 111 STARTER

A. Child Development Information

I. developmental screening Y Y Y Y Y Y Y

2. developmental Y Y Y Y Y Y Y
assessment

3. curriculum type noted Y Y * * Y Y

4. observations noted Y Y Y Y Y Y Y

S. child conferences noted Y Y Y = * Y Y

6. education home visits Y Y Y Y Y Y Y
noted

7. progress notes Y Y Y Y

3. tester’'s name * *

9. transition notes Y I Y

B. Supervisory Information

l.  permission to release Y Y Y Y Y YIY Y
child to others

2. Head Start activities * * * Y Y
permission

3. classroom health/safety Y Y Y * Y
compliance

“option available via use of “free fields" or a "remarks" section

Data Management Project 1991
Q Head Start Resource and Training Center

IToxt Provided by ERI
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Education Component

HEAD HEAD START

START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST

S S A A

A. Child Development Information

1 E|[R 1 E R 1 E R 1 E | R 1 E| R H E | R
Y Y Y Y Y * Y *
Y Y Y Y Y Y Y Y * Y =
Y Y i Y Y Y Y * Y *
Y Y Y Y Y * Y *
Y Y Y Y Y Y * Y =
Y Y Y Y Y Y * Y *
Y Y Y Y Y Y Y * Y .
* Y Y Y Y Y Y * Y *
s Y Y Y * Y *

“option available via use of "free ficlds" or a "remarks” sec’ n

Data Management Project 1991
Head Start Resource and Training Center "
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Y = Yes

A.ddministration Component

FACTS ++

=In the system
= Extra information

=In a menu repont

HEAD
STARTER

e .-

A. Staff Records

| E I R
1. name, address, Y Y Y
phone no.
2. social security no. Y Y Y
3. birthdate Y Y Y
4. race * Y Y
5. marital status = Y Y
6.  physical exam date Y Y Y
7. auto insurance *
8.  driver’s license Y Y Y
9.  food handler license Y Y Y
10. TB test Y Y Y
il.  bonding staius * Y Y
12.  application date Y Y Y
13.  employment date Y Y Y
14.  current Head Start Y Y Y
position
15.  prior Head Start Y Y Y
positions held 'I
*“option available via use of "free fields" or a “remarks” section
Data Management Project 1991

Head Start Resource and Training Center
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tcontinued)

Administration Component

HEAD HEAD START

START ALUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST

e A

A. Staff Recoi .S

Y Y Y YIlY Y Y Y
Y Y Y Y'Y Y Y Y
Y Y Y Y Y Y Y Y
Y Y Y Y Y \ = *
Y Y Y Y Y 3 Y Y
- = Y Y "‘ Y *
* Y Y 3 * Y *
5 * Y Y * Y *
* * Y 1 Y = Y | *
Y Y Y \ * % *

Y Y Y * Y | *
Y Y Y Y * Y | *
Y Y Y Y iy Y Y Y
Y Y | Y Y Y [ Y Y Y Y
Y | Y| Y Y YUY Y * Y | *

*aption available via use of “free fields" or a "remarks” section

Data Management Project - -
Head Start Resource and Training Center by 34




Y = Yes I =In the system
E =Extra informaton

R =Ina menu report
Administration Component
CHILD HEAD
FACTS+ + PLUS III STARTER

16. termination date Y Y Y * 1Y Y

17.  current or former Y Y Y * Y Y Y
Head Start parent

18. target area resident Y Y * *

19.  signed-off. personnel * * * Y Y
policies

20. special skills noted * Y Y Y Y

21, leave status Y Y Y * Y Y Y

22, staff action hire/change Y Y * * Y Y

job'training

— ]

B. Administrative Information

1 E R I E|R 1 E R
1. staff ID no, Y Y Y Y Y
2. center ID no. Y Y Y Y Y
3. performance appraisal Y Y Y Y Y Y
information
4. OSPRI compliance Y Y Y * 1Y Y Y
tracking
5. SAVI compliance tracking Y Y Y 1Y

*option available via use of “free fields" or a "remarks” section

Data Management Project :‘} 1991

©  Head Sturi Resource and Training Center t
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tcontinued)

Administration Component

HEAD HEAD START
START AUTOMATED CHILD WORK

HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST
M

I E 1 E | R I E R I E I E R 1 E R

Y Y Y Y

Y Y Y Y Y Y -~ Y =

* Y Y Y * Y *

* Ed y Ed Ed £ Y ~

Y Y |Y Y Y Y Y * Y =

Y Y Y Y Y Y Y Y

Y Y LY Y Y Y Y * Y =

B. Administrative Information

Y Y Y Y Y Y
Y Y Y Y Y Y * *
Y Y'Y Y Y ) Y Y Y
Y Y Y Y Y Y Y * Y *
Y Y1 Y Y Y * Y *

*option available via use of “free fields" or a "remarks" section

Data Management Project - 1991
Head Start Resource and Training Center o
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Y = Yes I =In the system
E =Extra information

R =Inamenurepon
Administration Component
CHILD HEAD
FACTS- + PLUS III STARTER
I E R I E|R 1 E R
6. facility license Y 1Y Y Y
information
7. direct supervisor Y * * Y Y
noted
8.  state/local license Y * 1Y Y Y
information
9.  community needs Y * 1Y
assessed
10.  property inventory Y Y Y Y
system
Il. mailing labels created Y Y Y * Y Y Y
12,  business letters created Y Y Y
13. fiscal included within Y Y Y
system
14.  staff salary summary Y Y
e e ————————————)

C. Staff Education

I E R I E | R I E R
1. highest education Y Y Yl Y|Y Y Y
completed
2. education degree Y Y Y Y| Y|Y Y Y
3. current education Y Y Y Y | Y!]Y Y Y
program
4.  staff training needs * * Y| Y|Y Y Y
information

*“option available via use of “free fields" or a "remarks" section

Data Management Project 1991
Head Start Resource and Training Center {_i /}
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(continued)

Administration Comporent

HEAD HEAD START
START AUTOMATED CHILD WORK

HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST

| E E R I E|R I E R | R | E R

I L 4 Y Ly | o

* * Y Y Y * Y *

* * Y Y Y * Y *

sk * Y * Y *

Y |Y]Y| Y| Y Y Y Y

Y Y Y Y Y Y Y Y Y Y

Y Y Y Y Y Y Y Y .

Y Y| Y Y Y Y Y Y Y

Y Y Y Y Y Y Y Y Y

Y Y|Y Y Y Y Y Y Y| Y
Y Y'Y Y Y Y Y Y Y| Y
Y Y| Y Y Y Y Y Y Y| Y
Y Y1 Y Y Y Y Y Y Y| Y

*option available via use of "free fields" or a "remarks" section

Data Management Project -
Q g )
EMC Head Start Resource and Training Center

IToxt Provided by ERI
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I =In the system
E  =Extra mformation
R =Inamenu report

Administration Component

CHILD HEAD
FACTS+ + PLUS INI STARTER
I E R I E|R I E R
5. training record Y Y Y[ Y'Y Y Y
established
6. CDA status noted Y Y Y Y Y Y Y Y Y
7. Earlv Childhood Y Y Y Y| Y Y Y Y

Education noted

_—\h__

D. Funding Information

I E R 1 E|R I E R
I, salary information Y Y Y *1Y
2. payroll department Y| Y]Y
3. funding category of staff Y Y Y| Y]|Y
4. hours worked by staff Y Y Y | Y]Y Y Y
Data Management Project . 1991
Head Start Resource and Training Center ‘f} e
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(continued )

Administration Component

HEAD HEAD START
START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER MANAGER SYSTEM CAPTAIN 2000 LIST
e S e —————
I R | E R I E | R | E | E R I E R
Y Y Y Y Y Y Y Y
Y Y Y Y Y Y Y Y Y Y
Y Y Y Y Y Y Y Y Y Y

D. Funding Infermation

Y Y| Y Y Y Y Y
Y Y Y Y * \% *
= Y'Y Y Y * Y *
* Y Y Y Y Y

*option available via use of “free fields” or a "remarks" section

Q Data Management Project 1991
EMC Head Start Resource and Training Center .

T 39




Y = Yes [ =In the system
E =Extra information
R =Ina menureport

Administration Component

CHILD HEAD
FACTS+ + PLUS IIT STARTER

E. Non-Federal Contributions

I E R [ E|R I E R

I.  donor information Y Y YlY]Y Y Y
noted

2. cash gifts noted Y Y YlY|Y Y Y

3. space gifts noted Y Y Yy viy Y Y

4. goods gifts noted Y Y Y| Y]Y Y Y

F. Program Information Report (PIR)

I E R I E[R I E R

I. calculates PIR from data Y Py ly|y]y|y Y
in database

2. prints entire PIR YI|YLY Y Y
questions plus data

3. compiles PIR for ‘ Y!LY|Y Y Y
electronic transfer

4. copies PIR on diskette YI[Y]Y Y Y
for mailing

5. Error traps PIR Y Y | Y|Y Y Y

6.  prints current one time Yl YLlY Y Y
questions

7.  prints current previous Y Y
one time questions

Data Management Project 1991
EMC Head Start Resource and Training Center
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(continued

Administration Component

HEAD HEAD START

START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER  MANAGER SYSTEM CAPTAIN 2000 LIST

E. Non-Federal Contributions

I E R I E | R I E R I E[R I E | R I E R

Y Y Y Y Y Y Y * Y *
Y Y Y Y Y Y Y * Y *
Y Y Y Y Y Y Y * Y *
Y Y Y Y Y Y Y = Y *

F. Program Information Report (PIR)

I E R I E R I ‘ E R ‘ I E|R | I E | R I E R
v Y Y Y Y Y Y Y Y | Y]Y

Y Y Y Y Y Y Y Y

Y Y Y Y Y Y

Y Y Y

Y Y Y Y Y

Y Y Y Y Y Y

Y Y Y Y Y Y

~option available via use of “free fields” or a "remarks” section

Data Management Project 1991
Head Start Resource and Training Center




Y = Yes [ =In the system
E =Extra mformation
R =Inamenu report

Administration Component

CHILD HEAD
FACTS++ PLUS IH{ STARTER

m
G. Reporting System Information

1. detailed reports Y Y Y Y|Y Y Y
component specific

(8]

tracking reports for Y Y Y| Y}|Y Y Y
volunteers. staff. etc.

3. information listings Y Y Y| Y|Y Y Y
as demographics

4. exception reports as reports Y Y Y1 Y| Y Y |Y Y
for specific children

5. summary counts for counting Y Y Y Y| Y Y Y
purposes only

6.  Ad hoc reports which use the Y | Y| Y Y | Y Y
"free” fields or user-definable
fields

7.  management reports for Y Y Y Y| Y Y Y Y
directors or managers

8. graphic reports Y| Y]Y

9.  sorts on one or more Y Y Y Y Y
variables

10. generates reports by merging Y Y Y | Y]Y Y Y
different databases

Data Management Project 1991
Q Head Start Resource and Training Center “




(continued)

Administration Component

HEAD HEAD START

START AUTOMATED CHILD WORK
HEAD START DECISION MANAGEMENT CARE CHECK
DATATRACKER MANAGER SYSTEM CAPTAIN 2000 LIST
T -

G. Reporting System Information

I E R 1 E R 1 E|] R I E|R I E| R 1 E R
Y Y Y Y Y Y Y Y Y | Y} Y
Y Y Y Y Y Y Y Y Y | Y Y
Y Y Y Y Y Y Y| Y]|Y
Y Y Y Y Y Y Y Y Y | Y} Y
Y Y Y Y Y Y Y Y Y Y
Y Y Y Y Y Y Y Y
Y Y Y Y Y Y Y Y Y | Y] Y
Y Y Y Y Y Y
Y Y Y Y Y Y Y Y
Y Y Y Y Y Y Y Y Y
Data Management Project 1991

Hcad Start Resource and Training Center KR




L3

L "
HARDWARE AND SOFTWARE FACTS
L

o FACTS+ + CHILD HEAD
PLUS I STARTER
1. Compatible with | IBM PC XT IBM PC XT IBM PC XT
standard IBM PC AT [BM PC AT IBM PC AT
hardware PS/2 PS/2 PS/2
Any IBM compatible | Any iBM Any IBM
compatible compatible
286 computer
386 computer
486 computer
Macintosh SE30
2. Printer 132 character 132 character Okidata 321
printer printer Star ND17
Equivalent
wide carriage
132 Character
Printer
3. Main memory 512k single user 640k 640k

required

640k network

4. Disk storage
space
recommended

Minimum 20
megabyte hard disk

20 Megabyte hard
disk

20 Megabyte hard
disk

Data Management Project
Head Start Resource and Training Center

1991

VENDOR SUPPLIED INFORMATION
“ 45




HARDWARE AND SOFTWARE FACTS

HEAD HEAD START
HEAD START AUTOMATED CHILD
START DECISION MANAGEMENT CAPTAIN CARE
DATATRACKER MANAGER SYSTEM 2000
IBM PC XT IBM PC XT [BM System 36 Digital VAX IBM PC XT
IBM PC AT IBM PC AT Series Acts as a File IBM PC AT
PS/2 IBM PS/2 Server to any IBM IBM PS/2
Any IBM Any IBM Compatible PC or Any IBM
compatible Compatible Macintosh Compatible
Any printer 132 character IBM System 36/ Most Standard or 80 or 136

program and
number of work
stations

priater AS/400 Laser Printers character printer
Family of Laser Printers
computers (Multi-
User System)
640k 256k Based on size of 6 megabytes 640k

Minimum 10
Megabyte hard
disk

20 recommended

10 Megabyte hard
disk

Based on size of
program and
number of work
stations

150 Megabyte hard
disk

Minimum 20
Megabyte hard
disk

Actual
Recommended by
Vendor

Data Management Project

Head Start Resource and Training Center
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o
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HARDWARE AND SOFTWARE FACTS

0 S

FACTS+ + CHILD HEAD
@ PLUS I STARTER
5. Operating PC DOS Dos 3.1 or higher MS or PC Dos
system MS DOS 3.1
6. Application FoxBase + Foxbase + dBase Il plus
language of FoxPro dbase 111 Clipper
software dBase HI or [+
dBase IV
7. Merge Word Perfect dBase 111 dBase II1 +
Capabilities with assembly
Clipper
8. Additional None None None

software needed
to run system

Data Management Project

Head Start Resource and Training Center

D) VENDOR SUPPLIED INFORMAT

46
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HARDWARE AND SOFTWARE FACTS

HEAD HEAD START
HEAD START AUTOMATED CHILD
START DECISION MANAGEMENT CAPTAIN CARE
DATATRACKER MANAGER SYSTEM 2000
PC DOS or 3.0 PC DOS or MS IBM SSP VMS - Can manage | MS DOS
MS DOS DOS a Network of PC DOS
Personal computers
Advanced Knowledgeman RPGII COBOL Clarion
Revelation C C RMS Data Base
FMS Screens
Revelation C Word | Mobius IBM Display Write | Any VAX VMS, With Report
Perfect FOXPRO representative will MS DOS, or Writer it will
provide merge Macintosh merge programs
capability Packages through that can be
digital’s “path converted to an
works" software ASCI file
Advanced None None P.C. Tools by
Revelation Central Point
Run-time (Recommended)

Data Management Project

Head Start Resource and Training Center

47
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HARDWARE AND SOFTWARE FACTS

FACTS+ + CHILD HEAD
- PLUS 11 STARTER
9. Multi-user Yes Yes Yes
Capability
10. Cost of $995.00 $2.995 IBM-Single ChildTracking
Head Start User $1,965
Software $3.995 IBM-Multi Color Network

Note: A LAN is
required to run
Network software.
A multi-user system
is required to run
multi-user software.

User

System $1.995
Recruivment
Tracking $295
In-Kind Services
$495

Staff Tracking $495
Meals $495
Inventory $495
Transportation $495

Food Inventory
$285

Resource Manager
$495

Word Processing
$495

Data Management Project
Head Start Resource and Training Center

48
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HARDWARE AND SOFTWARE FACTS

HEAD HEAD START
HEAD START AUTOMATED CHILD
START DECISION MANAGEMENT CAPTAIN CARE
DATATRACKER MANAGER SYSTEM 2000
Yas Yes Yes Yes - Unlimited Yes
Number of Users -
local and Remote
$2.495 IBM $3.600.00 For a $25.000.00 $15.000.00

Single User
$£3.495 IBM
Multi User

All inclusive

one year package
which includes the
software, custom
programming.
training and
technical support
via 800 number. A
three year contract
is recommended at
a cost of $3.600 for
each additional year

Single User $395
per module
Network Version
$695.00 per
module: Child
and Family Data
Base; Attendance
and scheduling:
Applicant and
marketing
information:
Personnel
Management; Meal
planning and
USDA Reporting:
Report Writer

P

Data Management Project

Head Start Resource and Training Center
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1991

VENDOR SUPPLIED INFORMATION




TRAINING AND TECHNICAL ASSiSTANCE SERVICES

Ui

«

FACTS+ +

CHILD
PLUS Il

HEAD
STARTER

—

Service included
with price of
software

Contracted separately

General phone
support after
installation

System designed to
be installed and
operational without
training required.
Telephone follow-up
support

(%]

Training costs

Usually not requirsd
otherwise $2.095 for
one year telephone
support and 2 days
of on-site training

$300-3600 per day
on-site  Plus travel

$250 per day
extended travel $100
may apply to remote
agencies

travel costs at cost

assistance
available

as above or with
separate telephone
support:

$275 for 6 months
$400 for | year

contracted separately

3. Cluster training Cluster options Cluster options Multi-training
available at available at available discounts available
reduced rates substantial discount

4. Technical Technical assistance Techmical assistance Included free via

800 toll free number
for one PIR year

Data Management Project 1991

r
9t VENDOR SUPPLIED INFORMATION
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TRAINING AND TECHBNICAL ASSISTANCE SERVICES

HEAD HEAD START

HEAD START AUTOMATED CHILD

START DECISION MANAGEMENT CAPTAIN CARE
DATATRACKER MANAGER SYSTEM 2000
Phone Support Training Installation Installation Free support for
Free [nstallation Technical support Training Training 90 days
and ! day training via 800 hot line Technical Support Telephone Additional training
limited customer number Support via an 800 number
programining - Custom
Software Supnort programming

Hotline

First Day Free
450 per day after
first day plus travel

Two days of on-site
training included in
sale price

Three day on-site
training and one
year suppor:
include in sale
price

As needed for one
year. on site and
telephone. included
in sale price.
Various ongoing
options available
thercafter

$225 for half day
$375 full day at
Care Systems

At client site and
as above plus
travel expenses

Programs may

Cluster training

Cluster options

Various cluster

Cluster training

share cluster 450 is | price negotiable available options available available

for multiple

programs

Technical Technical One year support Various on going | Annual Software
assistance is {ree assistance is as part of the sale options after first maintenance

for first fifteen day | included in the price vear agreement at $50

after purchase 450
per year therealter

contract package

per module
includes: Unlimited
priority phone
support via 800
number; Free
upgrades
containing all
major
enhancements;
Updated
documentation:
User news letter:
New product
information

Data Management Project
Head Start Resource and Training Center
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ﬁ-?-f:lg FACTS+ + CHILD HEAD
W PLUS 111 STARTER
5. User group Yes Yes - Nationa] and Not currently
available State Groups for newsletter
GA. AL. MS. FL.
KY. IA. NE. KS,
MD. ND. MT. TX.
Ml AK & Region |
6. System No charge if support | No charge if on Upgrades free for
enhancaments agreement in effect. support plan one PIR year
Otherwise charge is following purchase
minimal and reasonably
priced thereafter
7. Modifications to | Yes Yes Yes
existing systems
available

Data Management Project L 1991
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TRAINING AND TECHNICAL ASSISTANCE SERVICES

e

HEAD HEAD START
HEAD START AUTOMATED CHILD
START DECISION MANAGEMENT CAPTAIN CARE
DATATRACKER MANAGER SYSTEM 2000
Yes with Bi- Not currently Not currently Yes active User newsletter

monthly newsletter

Free Up Grade for
tmree years

LAN. WAN,
Remote Organize
Support

During the 3-year
contract period
there is no charge
for updates or
enhancements

Basic upgrades at
minimal cost

First vear upgrades
and enhancements
free

Subsequent vears
via software

Free upgrades with
all major
enhancement with
purchase of $500
annual software

support agreement maintenance
agreement
Yes Yes Yes Yes Yes

Data Management Project

Head Start Resource and Training Center
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VENDORS
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Captain

CAPS Systems, Inc.

Fagan Drive

Avon, MA 02322

Contact Person: Tom McLaughlin
(508) 588-4043

Child Care 2000

Care Software Systems. Inc.
6543 "C" Commerce Parkway
P.O. Box 1530

Dublin. OH 43017

Contact Person: Chuck Gibbs
(614) 793-2000

(800) 875-5002

ChildPlus T

Micro Management Systems, Inc.

5883 Glenridge Drive

Suite 170

Atlanta, GA 30328-5339

Contact Person: Dr. Thomas McMurrain
(404) 252-6674

(800) 888-MMSI

Facts+ +

Center for Human Services
Management, Inc.

250 West 57th Street 27023
New York. NY 27023
Contact Person: Paul Levine
(212) 489-6006
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Head Start DATAtracker
InterAmerica

7926 Jones Branch Drive

Suite 1100

Mclean, VA 22102

Contact Person: Shawn McBride
(703) 893-3514

Head Start Automated Management
System

Hemingway Associates. Inc. &
Paradigm Systems

Number 302

McLean. VA 22102

Contact Person: Susan Wallace

(703) 893-5737

Head Start Decision Manager
Mobius Corporation

405 North Henry Street
Alexandria, VA 22314

Contact Person: Dennis Deloria
(703) 684-2911

Headstarter

Kaplan School Supply

P.O. Box 609

1310 Lewisville-Clemmons Road
Lewisville, NC 27023-0609
Contact Person: Jeff Miller
(800) 334-2014 Ext. 512
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Software

Computer Opercting Systems

MS-DOS 5.0—Do it today!

Of all the software products available today,
Microsoft’s DOS (disk operating system) should have a
big bright “Buy Me" sticker no matter what type of com-
puter you have. Version 5.0 frees up working memory
(RAM), which is especially important if you work with
large programs such as Windows 3.0 or local area net-
works (LANSs). Other features include a command
stacker to recall a series of commands, UNDELETE and
UNFORMAT to recover single files and disks from mis-
fortunes, a full-screen editor, and a dry-but-useful on-
line help for basic DOS commands.

Add an extremely easy SETUP program, which allows
you to “fall back” and restore your old DOS if things
don’t go according to plan. The price is around 350 to
$60. You can't go wrong.

DR-DOS 6.0

Digital Research’s DR-DOS is a “clone” of Microsoft
DOS. It has more features packaged into it and may
come bundled (i.e., thrown in) with a machine you pur-
chase. [t’s an acceptable alternative to MS-DOS 5.0, but
the author’s prejudice is to stick with industry standards
(i.e., what everyone else does). If offered the choice be-
tween DR-DOS and MS-DOS, take MS-DOS. You may
sacrifice some features now but save headaches later.

OS/2—The dark horse of upgrades

Once upon a time (1987), IBM came out with the PS/2
series of computers and a new operati ng system called
(surprise!) 05/2. OS/2 was designed to be better than
DGS, be able to do multiple things at once, take full ad-
vantage of the power of the computer hardware, leap tall
buildings in a single bound.. .. well, you get the idea.

The first versions flopped, miserably. Not many pro-
grams were written to take advantage of OS/2. You
could only run one DOS program at a time, and it had
certain restrictions (yes, this sounds like Windows). Fur-
ther, you needed LOTS of RAM and hard disk space for
it—a whole 4 MB and at least a 40 MB disk. It was very
expensive and hoggish of computing resources in 1987,
People felt a certain uneasiness about 05/2. They felt
that OS/2 would only run on IBM hardware, rather than
the IBM-compatible hardware they had spent money on.

Enter 1992. Powerful hardware has become less expen-
sive, and Windows has desensitized peopie to hoggish
programs. IBM has gone to its customers to ask them
what they want and need, and has spent close to five
years refining OS/2. From its first steps in version 10 to a
full rewrite 1n 2.0, IBM has reworked the code to require
fewer resources.

Why 1s OS/2 important now? [t can run multipie DOS
programs, Windows, and OS/2 programs at the same
time. S0 you could have multiple DOS appiicanons pius a
couple of Windows programs all running at the same
time. It provides “Windows better than \Windows,” in
that each Windows program has a protected area 1n
which to run. If the Windows program dies, 1t doesr 't
take all the other programs running with it or force a
reboot of the machine.

IBM has taken a lot of time and energy to get OS2
right and should offer a more stable environment :n
which to run Windows.

Windows

Windows 1s Microsoft's answer to Apple Macintosh. It
provides a graphical user interface, or GUI {pronounced
“gooey”), with little symbols, or “icons,” represenung
functions and pull-down menus. It uses a poirting de-
vice, usually a mouse, to “point” atitems on the screen
and then click on them. Most manufacturers are starting
to bundle Windows with their other software.

Beyond the pretty screens, Windows, a program that
sits "over” DOS, provides some basic standards on how
programs should operate under it. All Windows programs
use a standard way to retrieve and save files, print, and
handle graphics, unlike their DOS counterparts, which
use varying sets of commands.

However, the ease-of-use that comes with Windows has
a price tag attached. Realisticallv, you need to have a
computer with the hard ware listed in the chart on page 4.

If your systems don't have the minimum requirements
listed, upgrading them to the hardware needed could be
quite expensive. You may be better off purchasing a new
machine. However, a “genenc” PC meeting the above
specs has a purchase price of as little as $1000; name
brands are slightly higher at $1500-51750.

Further, if you exploit the graphics capabilities of
Windows programs, such as the many fonts that are now
a part of word processing and spreadsheet programs, you
need either a 24-pin dot-matnx or a laser printer to pro-
duce decent quality output.
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Item

Intel 80386SX processor (CPU)
(the brains of the computer)

Comment

Purchasing an 80286 machine could be a mistake. The price difference
between the ‘286 and ‘386 is minimal, but the "3865X can process more

information faster then the 286 and can perform funcnions that the 286
cannot perform.

4 MB of RAM

Color VGA monitor

Heftier programs, such as Pagemaker, demand 4 MB of RAM.

Needed to prevent blindness and to see the pretty colors and

details 1n Windows.

Mouse

Another piece of hardware to take up space on your desk. You may

wish to consider a track-ball (a mouse lying on its back) instead.

40 MB hard disk

Another “standard” for most computers sold today.

Don’t close the checkbook after you have purchased
the hardware. Scftware programs written for Windows
cost more than their DOS-based counterparts—any-
where from $50 to $100, depending on the program. All
manufacturers are offering upgrade pricing for their
products, so if you already have a legally purchased
copy of, say, WordPerfect 5.0, you pay the current list
difference (550) between the DOS program and its Win-
dows counterpart.

Windows is a complex software package, and it is not
perfect. You can start up more than one Windows-based
software package at once (such as Lotus 1-2-3 in one
window and WordPerfect in another), but only one DOS
“window” /DOS-based program can run at a time, and
the DOS program may have some constraints put upon
it. DOS communications programs, like Procomm, do
not work well under Windows.

Under certain circumstances, depending on the con-
figuration of your computer, Windows 3.0 will crash.
Sometimes, it will be nice enough to put an “Unrecover-
able Application Error” message on the screen before it
forces you to reboot. At other times, it is less polite and
locks everything up without warning. Windows 3.1 is
supposed to stop programs that misbehave from taking
out everything on your system.

Should your program use Windows? You may not
have a choice in the matter, because some programs,
such as PageMaker, require you to have Windows in-
stalled on your machine. You may wish to run some
programs under Windows and exit out of it for others,
especially if it comes packaged with your new computer.
Or you may want to stay with DOS. There’s no disgrace
in sticking with your current setup, and no hurry to
change, because Windows will still be there next year.

Windows 3.1 should be out in the fall of 1992, and will
have more of the bugs eliminated. If you must have
Windows, see if you can wait until 3.1is available.

Applications Software

Mapware

“Mapware” is a term coined to address the prolifera-
tion of software that works with maps. It encompasses
road-map software, such as Automap, and the more
sophisticated geographic information systems, which
can match economic and ethnic data to ZIP-code areas or
census tract plots.

Automap is the most popular of the road-map soft-
ware. You indicate a starting point and ending point,
and whether you prefer to travel over highways or back
roads. Within 20 seconds, it generates the fastest route
and a couple of alternatives, providing both a written list
of directions and a graphic map of your route, plus an
estimate of travel time based upon your preferred driv-
ing speed. You can provide up to four waypoints to pass
through, making this a very useful program for circuit
riders.

At$79 list price, it's a good deal, but not perfect. You
need a VGA monitor and a fast computer to get snappy
response time out of it. The graphic map printouts need
some work to recreate the plotted route in detail, al-
though they’re passable on a color printer. They only get
you from town to town, not to an individual streetin
town (at least with this version).

I
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Hardware

Laptop/Notebook Computers

Does a laptop computer have a place in your program?
Certainly, laptop computers have become less expensive
and more capable. Recently, Texas Instruments TI2000
Notebooks—with 2 MB of RAM, a 20 MB hard disk, an
80286 chip, a monochrome LCD screen with VGA graph-
ics, and a 3.5 disk drive—sold for $880. You could pur-
chase an external drive for around $140 more. More ca-
pable ‘3865X machines are running around $2000. Even
Apple has gotten into the act with a pair of new laptops.

Some Head Start programs are already using laptops
for registration. Staff members take them along to record
information on the spotand then transfer the informa-
tion into the database at the central office. Most Head
Start-specific software packages can import information
collected on other machines and consolidate everything
into one central database.

Home visitors and other employees who must travel to
centers, homes, or meetings can carry along laptops tc
work on tasks on the road. If the laptop has a modem,
critical information can be transferred back to the home
office.

Many software packages are available now to facilitate
the use of laptops. File transfer programs such as
LapLink, FastLynx, and PCTools use special software
modules; a parallel cable allows two machines to quickly
exchange information. For dedicated road warriors,
remote access software, such as PCAnywhere or
CarbonCopy, can allow staff members to run by remote
any application installed on an office computer, pro-
vided both machines have modems.

LANSs

A local area network, or LAN, allows you to connect
two or more computers to share printers, data files, and
programs. LANSs are especially nice if you have a num-
ber of PCs that need to share a laser printer or a central-
ized set of records ii.e., children/family information), to
which more than one staff member needs easy access.

There's no magic point where one must (if ever) buy a
LAN. However, if several people are waiting in queue to
use the laser printer or the computer that has a child-
tracking database, it may be time to consider a LAN.
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LANSs are not cheap, but they have become more af-
fordable Excluding wiring costs and software and net-
work cards, LANs cost around $250 per machine for
small installations (2-4 machines) to do simple print and
file sharing between machines. Programs with 5-25 ma-
chines will want to purchase a dedicated computer, or
file server, with a big (200 MB or larger) hard disk, lots of
RAM (8 MB), and a tape backup.

Wiring 1s another consideration. If the machines are
relatively close together, it's not a problem. If you have
machines spread out through a number of offices in the
building, however, you will need to get a consultant for
expert advice on the type of wiring to use. You can use
etther thin wire (coaxial cable, similar to what you find
for cable TV connections) or 10Base-T (telephone wire
and snap-in connectors). Newer buildings provide ge-
neric sets of telephone wire that you can use for either
voice or data. If you are renovating a building or floor,
take the opportunity to put ample phone wire and jacks
in the walls, some for phones and some for LAN use. [t's
munimal extra cost in materials and practically no extra
labor. Get “shielded twisted-pair” wire for the extra cro-
tection from electrical noise.

One of the key benefits of LANSs is centralized backup.
One computer with a tape drive is set up to back up all
the hard disks on all of the computers on the network.
This computer then could dump any new files or data
onto one tape.
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Modems

Modems are the devices used to transmit data over
teicphone lines. Three years ago, 2400-baud (240 charac-
ters per second) modems cost between $250 and $300.
Today, it's rare to find one over $150, but these modems
do not have built-in data compression and error correc-
non. Error correction, the ability to sense and adjust for
line noise, is a nice feature to have in a modem. How-
ever, you need compatible modems for error correction.
Similarly, data compression, taking information and
“squishing 1t” to send it faster, also requires compatible
modems that can compress (and decompress) on a con-
nection between two machines.

Fax modems and 9600-baud modems are getting
cheaper, but neither are necessities. Consider how you
use a fax: you fill out a form, sign it, and fax it to some-
one. Getting vour signature into the computer requires a
scanner; pasting the graphicimage into the prepared
document is another headache. Keep your fax machine.

High-speed modems of 9600 baud and faster startat
$300 to $500. One is needed at each end of the transmis-
sion. Unless you move a lot of information between cen-
ters or over long distances, you don’t need a high-speed
modem. If vou wait a year or two, prices will drop to
what 2400-baud modems cost today.

Tape Drives

A tape drive is a device like a tape recorder that reads
data and writes it onto a tape. If you don’t own one to
back up your important information, you should. Small
drives are dirt cheap, under $200 for 60/120 MB drives.
Larger ones that can store up to 1000 MB of information
cost around $1200, a perfect addition to any large LAN.

o 0 00 0 0 0 00
Laser Printers

Laser printer prices have dropped, and there are more
varieties to choose from. The “personal” laser printer
costs around $1000 list price, comes with few built-in
type styles (fonts), and prints at an advertised speed of
four pages per minute. Unless you have a small program,
personal laser printers aren’t very attractive because they
offer limited expansion. They aren’t suitable for sharing
among a group of computers because of their printing
speed.

Full-featured laser printers cost around $1500 list price
and print eight pages per minute. They usually come
with a decent variety of built-in fonts and are more ex-
pandabic. They can be shared among small work groups.
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Speed junkies and LAN managers love heavy-duty
laser printers. They list at 34000 and up, but print 12-17
pages per minute. These printers have a number of fca-
tures, including dual paper trays and expansion slots for
adding network cards.

While there are many brands available, you can’t go
wrong by buying Hewlett-Packard (HP) laser printers.
HP laser printers are the standard-setters for the rest of
the industry and their prices are competinve.

CD-ROM

CD-ROM {which stands for compact disk-read-only
memory) technology borrows directly from the audio
compact-disk world: CD-ROM players that cost S300 to
$400 can play music disks as easily as they can retrieve
data. Informanon—be it the sounds of a rock group, a set
of sull pictures, or 325,000 pages of information—is writ-
ten onto a master plate. The master plate serves as a moid
to stamp out a CD. A laser beam reads the stamped-
in informason from the disk. Information on the current
4.72-inch CDs can’t be changed.

CD-ROM 15 an attractive technology because you can
store large quantties of information in a portable format,
and you can reproduce the information at a dirt-cheap
price. A singie CD-ROM can hold around 600 MB of data,
equal to 325,000 pages of information. A limited run of
100 CDs costs around $1400, and includes creating a mas-
ter plate. Simple math breaks this down to $14 per disk,
with more disks after the first hundred costing only $2 to
$3 a disk for the physical medium. CD-ROM drives start
at 5300-5500.

Being able to distribute large amounts of information
on CD-ROM has enormous possibilities. For example,
Counterpoint Publishing of Wellesley, MA, is distribut-
ing the Federal Register on CD-ROM; each disk holds six
months of the Register, plus the search software needed
to access the information. The Department of Commerce

BEST COPY AVAILABLE
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Hardware

puts our detailed statistics on population, income, and
employment on CD—a useful source for Community
Needs Assessment. Anyone needing to find how two
different types of medications interact could check The
Physician’s Desk Reference, which is available on CD.

[t1s conceivable that every federal document having to
do with Head Start could be put on a single CD, includ-
ing Head Start performance standards, SAVIs, informa-
tion memoranda, all the copies of the “Head Start Bulle-
tin” with pictures, the national directory of Head Start
programs, summarized PIR data for the last 10 years,
and whatever else comes to mind. Handicap/nutrition
people could receive compiled materials from all the
RAPs, Resource Centers, and public-health centers, per-
haps adding commercially published materials when
economical and appropriate. When searching this infor-
mation, it would take only seconds to find references to
transportation, health-screening standards, or any other
topic.

Certain CDs are not cheap. A one-year subscription to
the Federal Register on CD-ROM costs over $1000 but
assures that an updated CD is mailed to you every week
of the year. The Physician’s Desk Reference is $595.

Compact disk interactive, or CD-I, incorporates a CD
player with a TV hookup and a simple control panel,
allowing people to scroll through pictures and text at
their own pace. CD-I players are not (yet) compatible
with your ordinary computer because of two different
sets of standards: one by Commodore and one by
Phillips. The design of CD-I players is for ease of use in
the home rather than ease of use in an office, business, or
research environment,

Multimedia

“Multimedia” is destined to be one of the great buzz
words of the 9Cs. You could build a multimedia PC by
taxing a powerful PC that runs Windows and adding a
fast-access CD-ROM drive and a board to produce stereo
sound. By putting sound, pictures, full-motion video, and
text information on a CD, then adding the proper software
to glue everything together, vou would have the basics fo;
a multimedia PC,

Multimedia provide powerful learning tools for all
classrooms, whether they are populated bv preschoolers
or adult learners. Self-paced instruction is possibie, and
learning is interactive rather than by rote.

Imagine the “Living in Space” curriculum as an :ntcrac.
nve activity using the computer. Children couid explore
the solar system at the click of a mouse, puiling up :mages
of the planets as taken by the Voyager spacecraft. A
teacher wanting to use worksheets as a part of learning
activities could select the ones desired from the disk and
pnint them.

Fiction? [BM and National Geographic produced “Mam-
mals: A Mulnmedia Encyclopedia.” Students and families
who use this can select from over 200 animals, then, for
instarce, look at a still picture of a tiger or a short video
clip of ore running, with full sound of the growiing cat:n
the background. The multimedia encyclopedia provides,
through pop-up fact boxes, habitat maps and essays Je-
scribing the selected animal. It includes a set of games to
test knowledge. It's available today for 5149 list price.

Multimedia have certain headaches. Applications take
time to create because of the complexities involved in in-

terweaving sound, text, pictures, and video in a coherent

(and fun!) fashion. Toolkits to create multimedia are
available, but it will be a while before small organiza-

tions wll be able to create their own multimedia pro-

ductions. Obtaining permission to use copyrighted
material for mass distribution is a major legal
complication.
While multimedia might not be common-
place today, they are coming. Opportunities
exist for converting current curricula to mui-
timedia-based applications, espedially in
multicultural education.
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Planning

You need to have some sort of computing plan.
Depending on the size of your program, you may have a
simple one (geta computer, train both of the staff) or a
complicated and formalized one (upgrade the office ma-
chines, move the old machines into a classroom for adult
education purposes, get the 15 centers up and reporting
to the central office via modems).

Having a plan gives you the advantage of knowing
where you want to go. If grant or expansion money
becomes available, you can go out and confidently get
what you need, be it more hardware, software, or staff
training.

You should pull out and revise your plan two or three
times a year. One revision shouid be in the spring, so you
can get staff trained and install new equipment by the
time summer rolls around, and another should be before
your grant application process begins.

Buying computer hardware and software is easy, but
vou should prepare to set aside funds and (more impor-
tant) staff time to get the most out of your purchase. Staff
members will need training, and they will need time to
practice what they’ve learned in the classroom.

Downsizing (or, good things come in small
packages)

Many larger agencies have invested a lot of money and
effort to purchase a minicomputer, a single machine that
can support a number of people at different terminals at
the same time. The minicomputer provided centralized
storage of data, backup, printer services, and software.
Adding more people was relatively cheap if the mini-
computer could handle the load, and it was easier to
support remote users dialing in via modem.

Today, agencies are looking at the ongoing costs of
keeping their minicomputers running. Maintenance con-
tracts run into the thousands of dollars and are directly
proportional to the age of the machine. The older the
hard ware, the more expensive the service contract, not to
mention the thousands of dollars of software.

v
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Mowving from a minicomputer to a group of networked
PCs can save a lot of monev. Consider this:

Minicomputer

child-tracking package $10,000-537,000

PC child-tracking package 52000
maximum

Hardware:
PC file server S3000
3PCs S3C00
Total for PC S8CCC
maximum

2 00600606 0606060600600 0000600002

Purchasing Hardware and Software

Mail order

Mail order used to be for the brave and the knowl-
edgeable, but rot anvmore. If you know what vou want
to buy and how to :nstall it, mail order is a great way to
save money on hardware and software, especally if vou
are in a rural area far away from price competition in the
big city. Mati order is not as attractive in urban areas,
especially when buying software, because of shipping
and handling fees.

Ordenng hardware by mail or phone sounds risky.
It's not. Most mail-order companies offer good value
for the dollar. especially when compared to the “cham-
pagne” brands such as Compaq and IBM (even with the
Head Start educatonal discount). They normally include
a mouse, better graphics, and more RAM as a standard
option. Geing beyond that, mail orders give you 80-
number hotiines, 30-day m orey-back guarantees, and
one year of on-site service. If something breaks, you
call service and they re out in 24 hours.

Too good to be true? Many mail order companies
sweeten the pot by throwing in MS-DOS 5.0 and
Windows 3.0, even imstalling them for you on the hard
disk. A few go further and add applications software
with the deal.

The following chart is based on information in PC
Magazine of December 17, 1991. Actual “goodies” will
vary based on competition and various promotions.
Companies are listed simply as examples of what’s
available in the marketplace and are not meant as
endorsements.

<
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Company 800 Number On-site DOS Windows
technical warranty
Acma Yes 1 vear 5.0 Yes
Austin Yes 1 year 5.0 Yes
Dell Yes 1 year 5.0 No
Gateway Yes No 5.0 Yes
Insight Yes No No Yes
Zeos Yes No 5.0 Yes

Other
Software

No

No

Yes

Retail outlets

CompUSA and Egghead Software are two examples
of retail chains available in metropolitan areas. You can
think of them as the WalMart and discount bookstore
of purchasing computers and software.

Upgrading and replacing equipment

Hardware prices are on a consistent march downward.
You may be better off purchasing a new computer than
fixing a broken systern thatisn’t under a service contract.
Proper replacement parts may be difficult to find, and
the cost of parts might be as much as a new system.

Purchasing another system is a necessity if your cur-
rent equipment is not capable of running advanced soft-
ware. If you need to run Windows and your computers
are over four years old, you might as well get your
checkbook out. If you buy a couple of new systems for
the office, you can sometimes move older systems into
the classroom (with the appropriate plastic covers over
the keyboard for the children’s use).

bt
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Overview

The National Data Management Project has
undertaken a review of fund-accounting
software systems for program-aad financial-
management staff members who are struggling
with less than optimal accounting systems.
The three systems reviewed here were selected
because of their successful implementation by
several Head start installations. There are
undoubtedly many other accounting software
systems that meet the needs of Head Start
programs. Inclusion of any product in this
review should not imply endorsement;
exclusion of any product from this review
should not imply inferiority. This review is an
atempt to introduce the concept of fund-
accounting software systems as a poteatial
improvement to grantes-accounting systems
that are inadequate.

What is Fund Accounting?

A fund-accounting system is one that
separates financial activity into distinct groups
(or funds) that are interrelated. Each “fund®
contains a separate self-balancing set of
accounts used to record financial activity.
Software designed for fund accounting should
provide for automatic balancing between
funds. This type of accounting is sometimes
called “"due to" and “due from" accounting.

Head Start grantees usually maintain multiple
projects, cwch having its own service
objectives, funding and reporting
requirements, and budget. Each project also
has its own assets, liabilities, and equity
balances. Fund-accounting software must be
able to manage inte: ‘und transfers, balance
interfund receivables and payables, and
produce financial reporting that not only
separates (and combines) the funds but also

spans fiscal years. Also important is the ability

to have two {"scal years operable; in other
words, when a new fiscal year begins, fiscal
managers should be able to keep the previous

year opea or reopen it until the audit report is
completed.

A good fund-accounting system allows easy
setup of funds and generation of fund specific
reports. Users should not have to repeatedly
enter the same accounts in each fund; the
system should automatically copy the wcounts
into all appropriate funds.

Evaluation and Selection Criteria

In evaluating a fund-accounting software
system, an agency should carefully interview
several current users to determine if the system
has been satisfactory. The checklist that
follows may be relevant in the selection of a
fund-accounting software system.

® (Can a user purchase the system in a
modular format (i.e., Geperal Ledger,
Accounts Payable, Payroll), one or two
modules at a time? Is this the best way to
proceed under the circumstances?

® |s customization possibie? If so, how are
custom-designed programs developed to
ensure compatibility with the system? How
much custom work is necessary for the

program to perform adequately for Head
Start?

e Is redesign of the accounting systern a art
of the vendor’s service.

® How flexible is the system in producing
special reports that are specific to individual
f nding sources? And how easy is it to
fearn to produce these unique, user-
identified reports?

® How much accounting and computing
knowledge is necessary to set up and
operate the system?
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¢ Does the vendor provide a satisfactory and
affordable approach to installation. training,
and ongoing support?

@ How much time, effort, and expense is
needed to make the transition from the
agency's current system to the new one?

® [s the auditor satisfied that sufficient
documentation and audit trails regarding the
source and use of funds exist?

® Are security levels adequate?

¢ Does the system provide detailed budgeting
by component, county, and center?

® Can funds be segregated without using
separate bank accounts?

® (Can multiple fiscal-year projects be tracked
within a single general ledger?

@ How can the fiscal tasks be organized for
more efficient operations?

When asked what criteria the agency was
looking for in selecting a fund-accounting
software system, financial managers had these
responses:

"...cost allocation, encumbrance
accounting, and the ability to reopen
periods.” (Barbara Decker, Newark
Preschool Council)

“...multiple and overlapping funding years,
reports for single fund." (Myra Rennick,
Community Action Program of Western
Indiana)

*...month-end closing, payables by project,
and grouping costs by categories.” (Velmon
Allen, Costal Georgia Community Action
Agency)

The accounting and financial management
software systems reviewed int his article are:

FundWare—developed by American
Fundware, Denver Colorado. The company
has been in business for 15 years. The
phone number is 800-551-4458.

GMS—developed by Grants Management
Systems, Kensington, Maryland. GMS was
introduced nine years ago. The phone
number 1s 301-933-3500.

MIP-—developed by Micro Information
Products. Austin, Texas. They have been in

business for nine years. The phone number
is 800-MIP-FUND.

We believe all of these systems are
appropriate for Head Start agencies. It is our
opinion that each system has individual
strengths: one system may better serve a

particular agency depending on certain criteria.

For instance, FundWare is a dense system that
is berter suited for very large agencies that
have sophisticated levels of financial computer
experience as well as plenty of disk space on
their computers. GMS is well suited for any
size agency. even if the fiscal staff is
composed primarily of bookkeepers; GMS
software cannot be purchased without training
and nstallation because of its contemporary
structure. Most GMS users pay an ongoing
monthly fee for accounting assistance,
upgrades. and maintenance. MIP is a system
that is easy to learn and operate for average-
sized agencies with limited budget resources.
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American Fundware

Descripticn of Modules

FundWare is a fully integrated accounting and
financial-management software system for nonprofit
organizations and governmental agencies. FundWare
automatically handles interfund transfers, fund
balandng, and financial reporting. The FundWare
system is composed of a number of interrelated
software modules,

The modules available are General Ledger, Ex-
tended Report Writer, Accounts Payable with Pur-
chase Order, Accounts Payable with Obligation
Tracking, Accounts Receivable, Project/Grant
Reporting, Budgetary Control, Budget Forecasting,
Payroll, and Fixed Assets. Since General Ledger and
Accounts Payable are the modules most agencies
start with, these modules are described below.

The General Ledger module follows double-entry
bookkeeping standards, describing and recording
entries in three journals—Cash Receipts Journal,
General Joumnal, and Budget Journal—for posting to
ledgers. The General Ledger account-number struc-
ture has up to 18 digits that the user can define; or
the user may choose to follow a preset structure for
account codes offered in the software.

The General Ledger module has six menus that are
organized to follow the normal work flow of that
portion of the system. The six menus are Inquiry,
Maintenance, Transaction Entry, Periodic Processing,
Reports, and Setup.

The Inquiry menu contains tasks that allow the
user to look up a record, retrieve specific information
about the record, or scroll through a list of records.
The kinds of information found in the Inquiry menu
include account numbers, account descriptions,
account balances, and account detail, as well as
recurring, imported, and saved journal entries and
system definitions.

The Maintenance menu contains th tasks used to
enter account numbers, descriptions, and other
account information into the computer and to print
lists of accounts.

In the Transaction Entry menu, one can make
entries to any of the three ledgers—actual, budget,
and encumbrance. Tasks on this menu allow the user
to make reverse journal entries and to post recurring
and imported journal entries.

The Periodic Processing menu is used to perform
maintenance tasks at the end of a fiscal period or at
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the end of the year. The menu contains the tasks used
to start and end fiscal years.

The Reports menu contains tasks used to define,
maintain, and produce reports from the journals and
ledgers that contain the agency’s records. There are
numerous reports available, such as Finandal Re-
ports, Revenue and Expense Reports, Combined
Reports, Transaction Reports, and Master Record
Lists.

The Accounts Payable module is one of the main
modules in the FundWare system. This module helps
to manage agency purchases from the time the
decision to purchase something is made until the
time the purchase is paid for and the check is
reconciled.

As with the General Ledger module, the Accounts
Payable module has the flexibility for the user either
to design various stages in the Accounts Payable
module or to follow the stages defined by the soft-
ware. Once entered, an obligation to purchase can
move through seven stages: Initial Order or Purchase
Requisition (optional), Purchase Order (optional),
Invoice, Approved for Payment (optional), Marked
for Payment, Paid, and Reconciled.

06 06000003000 000006000000000>°

Training and Technical Assistance

There are multiple training options available for
FundWare users. The company offers basic user
training at the corporate offices in Denver and
monthly regional training classes in various locations.
Special modem sessions are available with advance
scheduling. On-site training may also be available
from an authorized reseller.

There is a computer lab in Denver where training
sessions are coffered two weeks each month. The
General Ledger, Acoounts Payable, and System
Manager modules are covered in three days for $895,
with additional half-day sessions available for most
of the other modules at $295. Fayroll and Extended
Report Writer modules each require two-day work-
shops, which cost $795. If you send more than one
employee to training, each additional employee
receijves a 25-percent discount.

The regional training classes are taught in seminar
fashion; some have direct hands-on experience. A lab
exercise is included with each training manual for use
after the seminar. The cost for the one-day work-
shops for General Ledger and Accounts Payable
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American Fundware

modules is $495 each. Other modules presented in
half-day workshops are priced at $295.

Janice Groth, general manager for American
Fundware, said, “For those organizations who don’t
feel they can come to training, we can set up special
sessions where we can use PCAnywhere to help
them through some of the basic training via modem.
For some of our larger organizations, we will go on-
site to assist them in whatever way they need.” She
added, “We don’t really train via the support line . . .
we will try to find someone in the local area who can
spend a day with them to help with some basic
computer training.”

Users interviewed had different approaches to
training. Kenneth Gilbert, finance director with
Dallas Head Start in Texas, believes the training is
expensive. “We had no formal training; it was toc
expensive to purchase the system and go out of the
area for training.” He relied on the hotline, which
was free, during his first year as a FundWare user
four years ago. Dorothy Harper, finance director
with Camden County Council on Economic Opportu-
nity (CEO) in New Jersey, purchased the system with
installation and the first year of support from an
authorized reseller, the Center for Human Services
Management (CHSM), based in New York City.
Camden County CEO fiscal staff received two weeks
of training on-site with CHSM, she recalled. “One of
the reasons we went with CHSM was that we could
not afford to go to Colorado when we bought the
system,” she said. Now the agency receives support
from the FundWare support line.

FundWare is not a system for the novice. “A high
degree of sophistication is required both in computer
expertise and in accounting knowledge to gain
satisfaction from the system. FundWare’s power
imposes an overhead of learning to use the system
because it is so dense,” said Barbara Decker, manage-
ment information systems director for the Newark
Preschool Council. Dave Davis of CHSM illustrated
FundWare’s power by comparing it to a magnificent
mansion, where only a few of the rooms would ever
need to be used by the average Head Start agency. In
commenting on the Extended Report Writer module,
Kenneth Gilbert noted, “There is a tremendous
learning curve. A beginner or novice would not be
ready to work with the Report Writer. It takes
programming knowledge as well as accounting
knowledge to format the reports in a spreadsheet,”
explained Gilbert.
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Hardware and Software Required

FundWare runs on a variety of hardware and
under many different operating systems. Acceptable
hardware incdludes IBM PC, XT, AT, and compatibles;
IBM PS/2 Series; and IBM RS/6000.

The minimum requirements for the computer are
as follows:

640 kilobytes of RAM

At least a 30-megabyte hard disk

A heavy-duty, wide-carriage printer

A keyboard and monitor (monochrome or color)

A math chip is not required.

FundWare is available in several versions of
COBOL, depending on the computer and operating
system, Operating systems and LANs include MS-
DOS, Xenix, UNIX, AIX, Novell, PC-NET, Banyan,
and most other network operating systems.

All FundWare users interviewed for this review
are using the system in a networked environment.
The agencies are very large—with over 1,000 children
enrolled. Two of the agencies have over a dozen
workstations, some at remote sites.
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Favorite Features

In describing FundWare, two words are heard
again and again . . . “powerful” and “flexibie.”

Barbara Decker likes the system for the encum-
brance-accounting capability, its ability to reopen
years, and its power. She said that fiscal managers
like the audit trails that are automatically produced
by the system. “Program managers [such as the Head
Start director] like the ability to enter purchase orders
in a preapproval stage . . . this allows up-to-the-
minute knowledge of available, unexpended funds.”

The Head Start director of Camden County CEO
likes the ability to track activities in each individual
center, according to Dorothy Harper. “The book-
keepers love the aging [past due] Accounts Payable
report,” she added. As for herself, she said, “I like
the Budget Forecast module. We have a state grant
that requires total agency reporting on their applica-
tion. The Budget Forecast, which resembles a Lotus
spreadsheet, makes this task much easier.”

Kenneth Gilbert’s agency has 25 Head Start
centers. “The Board likes to compare overall actuals
to budget and see the variance from the budget,” he
said. He has learned to design spedial reports in the
Extended Report Writer, which, he said, “. . . is the
answer to a prayer.” He added that all the reports are
very useful.

FundWare is an “on-line” system. Barbara Decker
explained that “. . . the ledger is always current once
a transaction is posted. In a larger agency, such as
the Newark Preschool Coundl, where component
managers may maintain a mini set of unofficial books
for their own department, all the finandal data is at
their desk. They can look up and know at any point
in time what are the requisitions, what is encum-
bered, and how much is available to spend in their
budget without having to look at the entire account-
ing system.”

When asked about the support provided by
American Fundware, users agreed that the staff is
very knowledgeable. “They are fairly responsive,”
said Kenneth Gilbert, “but when work is shut down,
waiting an hour for a response is too long.” Dorothy
Harper finds them very patient and said that the
Fundware support line provides a fast response.
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Grants Management Systems

Description of Modules

Grants Management Systems (GMS) is a totally
integrated accounting and finandal reporting soi-
ware package designed spedifically for public and
nonprofit organizations receiving contract and grant
funds. Among its features are:

+ Elimination of separate grant and contract funds
by using cost-center and activity accounting (also
making due-to and due-from transactions unnec-

essary)

+ Data-entry procedures for timesheets, vouchers,
receipts, journal entries, and manual disburse-
ments, regardless of the number of accounts

* Batch-system operation to facilitate cost allocation
on a monthly basis

o Complete month-end general-ledger posting and
finandal reporting, including components for
timesheet reporting and a wide variety of cost-
allocation procedures

* On-line cost-accounting capability for Head Start
components

¢ Fully automated accounts-payable maintenance
and check writing

» Timesheet-generated payroll that supports tax-
sheltered deductions, leave-balance processing,
expense reimbursements, and all quarter and year-
erd activity

¢ Entrv and printing of opening general-ledger
balances and prior year revenues and expendi-
tures for programs that have a different contract
year than the agency fiscal year

+ Integration of fiscal periods within the
organization's general finance system

o Completely automated backup procedures
There are ten functions available through GMS.

The system is fully m-nu-driven, with the main
menu listing a choice of Master File Maintenance,

Accounting Data Entry, Monthly Processing, Budget
Data Entry, Prior Year Data Input, Accounts Payable
Checks, Payroll Procedures, Backup Procedures,
Diagnostics, and Supplemental (Modules).

Master File Maintenance involves either the
creation or updating of information that needs to be
accessed frequently and stored permanently. GMS
maintains four master files: Employee Data, General
Ledger, Program Elements, and Vendors.

Accounting Data Entry within GMS involves five
types of accounting transactions: Timesheets, Vouch-
ers, Cash Receipts, General Journal, and Manual
Checks. This is where the majority of work is per-
formed during the month. Transactions are main-
tained in batches to help keep data organized.
General-ledger accounts are not updated until
transaction data is verified.

Monthly Processing consists of steps that are
followed each month (or each reporting cycle) to
update the general ledger and cost reports, and to
produce the finandal reports. They are Timesheet
Reporting, General Ledger Listings, Cost Allocation,
and Finandal Reporting. A feature of Financial
Reporting quickly provides the status of accounts at
any time during the month.

Budget Data Input handles data for five levels of
budgets: Project/Program Budgets (including Head
Start and other grant projects), Indirect Cost Budgets,
Fringe Benefit Budgets, Timesheet Budgets, and
Agencywide Budgets.

Prior Year Data Input provides an innovative
approach for maintaining information on projects
that span several fiscal years. This is a result of the
integrated nature of the GMS software that performs
all accounting and reporting from a single general
ledger, thus eliminating separate funds and the need
for interfund transfers.

Accounts Payable Checkwriting results in the
automatic preparation of accounts-payable checks
based upon data entered during voucher procedures.
Screen display of open accounts payable permits the
user to pay full or partial amounts. Payments are
automatically sorted by vendor to streamline check
preparation.

The module on Payroll Procedures information
involves the processing of payroll information and
the printing of paychecks and payroll registers. This
process draws upon data in the Employee Master
Files and current period timesheets entered in
Accounting Data Transaction Entry.
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Grants Management Systems

The module on Backup Procedures enables the
user to produce a diskette copy of all system files and
data automatically.

In addition to the basic system described above,
GMS offers over 50 suppiements to the system; these
are minor programs, custom-designed to enhance
operations. These supplements are optional and
cover a wide range of topics—from Payroll Deduc-
tions Listing to Combined Projects Reports, to
Complete 10995 and a Label Maker. They enable
users to expand accounting and reporting functions
to suit their particular needs. Cost for the supple-
ments ranges from $25 to $500, with most supple-
ments priced in the $100 to $200 range.

GMS has also piloted an “add-on” system that
tracks Head Start financial management by service
components. GMS partner Don Berkheimer is closely
following the Interim Budget Regulations, issued by
ACF in October 1991, that require new budgetary
reporting for Head Start budget services. Company
policy ensures that GMS allows users to meet al!
Head Start budget regulations with built-in, auto-
matic cost allocations.
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Training and Technical Assistance

When users purchase GMS, they purchase a
tumkey operaticon that includes software, training,
installation, and conversion of their current system.
As Don Berkheimer explained, “We understand
grants management, we understand cost allocation,
and we understand the full range of accounting in
multifunded institutions. When we instali a system,
we spend two to three weeks on-site over a 60- to 90-
day period to get it transitioned.” Once the GMS staff
completes the initial installation, setup, and training,
the agency usually does not need additional on-site
assistance, according to Berkheimer. Each conversion
is accompanied by a complete redesign, placing the
organization on a new accounting plateau.

After the system is purchased, users are on a full-
service agreement for the first year; after the first year
full service is optional, but most users continue the
agreement. Included in the service agreement are
telephone and modem support, maintenance, and
upgrades. “The majority of our calls are not related
to fixing the software; most calls are helping them
with accounting and financial-management report-
ing,” said Berkheimer.

Users interviewed are very pleased with the
technical support from GMS. Veronica Blanco,
management information sytems consultant for The
Agriculture and Labor Program, Inc. (ALPI), of
Winter Haven, Florida, said, “The telephone support
is excellent; I have yet to be disappointed with the
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turnaround. I can fax a question at night and have
my answer in the morning!” Velmon Allen, deputy
director of administration with Coastal Georgia Area
Community Action Agency (CAA), described a
situation where a payroll problem kept them at work
untl midnight. “GMS was right there on the phone
with us all night until we had the problem solved,”
she told us. A similar situation happened to Linda
Blackwell, director of fiscal management for LIFT,
Inc., in Tupelo, Mississippi. She was working on a
Saturday, preparing for the year-end closing of the
books, when she ran into difficulty. By chance she
found a staff person available at GMS to help her
through the problem.

One feature that seems to set CMS apart from the
other fund-accounting systems reviewed is the fact
that the system can be operated by a bookkeeper
with minimal accounting skills. Someone with an
accounting background is not needed to operate the
system, because GMS provides the technical assis-
tance in accounting as well as computing. GMS
blends fund accounting with grant and contract
accounting to achieve a new model for Head Sart.

GMS products and service are available exclu-
sively from GMS, based in Kensington, Maryland,
with staff in various parts of the country. Berkheimer
believes that GMS will always maintain control of
marketing and technical assistance. He said, "We
have people with experience who know how to run
the system, and who know grants management and
the Head Start program.”

Besides offering the telephone support and
installation mentioned above, GMS invites users to
an annual meeting that focuses on training. A
monthly newsletter that covers many topics, relevant
instructions, and helpful hints is also sent to all users.
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...Q...Q.....Q.............. S}’Stem%.GMSiSWﬁﬁeninBASICa.ndwehavea
Hardware and Software Required network with PCs. Everything is relatively simple.
Someonz who doesn’t do payables every day, for
Single-user versions of GMS need an IBM or instance, can assist in doing payables if we get
compatible PC, with the following: backlogged. Someone who routinely doesn’t do
budget input can pitch in during heavy [budgeting]
¢ A 286 (or higher) processor periods,” she said. “You do not need a strong back-
¢ A 40-megabyte hard disk. ground in accounting to work the system. There are
* A printer with a minimum speed of 300 characters SO many accounting principles built in that you do
per second not have to worry about the operator’s accounting
¢ A keyboard and monitor knowledge.”
* Aversion of BASIC software—either GWBasic or Commenting on GMS's capadity for custom-
BasicA ization, Linda Blackwell said, “If I need a customized
program, they will write it for me and it will be
Users on a network need, at a minimum, an 80- compatible with my financial system. One of the
to 100-megabyte hard disk, preferably with a dedi- things I like about GMS is that they will discuss with
cated file server and a separate printer for each you the pros and cons and whether there may be a
workstation. more efficient or less expensive way to get the
With the GMS approach, potential users can information you need.”
expect to be questioned by the GMS staff in regard to Mary Jones is the Head Start director for ALPI in
their commitment to the GMS philosophy when they Fort Pierce, Florida. She meets quarterly with the
inquire about purchasing the system. Since GMS staff finance director to review budget and expense
members do the installation on-site, they will make reports to prepare for any budget revisions that may
sure the agency understands what equipment is be necessary. She uses the accounts payable analysis
needed to run the system. to determine what bills were submitted and paid. She

also uses payroll information. Her Policy Council
Budget and Finance Committee is learning to com-
pare expenses to the budget using the GMS financial
reports. Noted Jones, “I am forced to design compo-
nent budgets for the next grant application. ...I am

Favorite Features

Asked why his agency selected GMS, Bernard looking forward to using the budget modification
Fulse, finance director for ALPI, replied, “Our supplement by project element to revise the Head
existing [computer software] system lacked manage- Start budget.”

ment information we needed for day-to-day ded-
sions. It did not consolidate automatically . . . we had
to add the Head Start Program Account (PA 22) and
the Program Account for training and technical
assistance (PA 20) manuaily. GMS looks at the
organizationasone. .. there is better report distribu-
tion, such as processing vendor histories.” Linda
Blackwell agreed. She said, “GMS has the ability to
have one agency-wide finandial statement without
our doing a lot of combining entries or having to
eliminate journal entries. It also has the ability to
have individual projects or grants identified and
elements within the grants identified. GMS allows
automatic indirect cost pool allocations.”

Velmon Allen likes the fact that GMS raeets both
the agency’s in-house reporting needs and funding
source requirements. She noted, “GMS allows us to
budget for every project we are operating and share
those budgets with directors and coordinators, then
apply their expenses using our in-house chart of
accounts collectively to all of the projects. It makes
things more unified.”

According to Allen, fiscal staff members like the

, ease of operation. “Prior to GMS, we used an IBM ry
<
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Micro Information Products

Description of Modules

The MIP Fund-Accounting System is composed of
six integrated modules. “Integrated” means that the
system posts transactions in a central set of ledgers to
which all modules have appropriate access. For
example, a user entering an invoice through the
Accounts Payable module debits an expenditure
account and credits an accounts payable account.
Once posted, this expenditure is autoratically
included in expenditure reports produced by the
Budget Reporting module. In the same manner, an
accounts payable credit is automatically posted to the
ledger and appears in reports produced by the
General Ledger module. The six modules are:

General Ledger
Budget Reporting
Encumbrances
Accounts Payable
Accounts Receivable
Database Interface
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] The General Ledger is the only module that can
operate independently. A user can enter ali basic
types of transactions—cash receipts, cash disburse-
ments, and buc' gets—using the General Ledger
module. Disbursement checks and cash receipts can
be printed with the General Ledger module. For a
small agency with simple accounting needs, it could
function as a “stand-alone” module.

Besides providing acocounting functions, the
General Ledger also provides system operational
controls. The remaining mod ules cannot operate
without the General Ledger module, because they
depend on it for these system controls.

The other five modules feature spedalized ac-
counting entry screens, a budget worksheet, a check
writer, and enhanced reporting capabilities. These
modules can be added selectively according to the
agency’s needs. Some of the capabilities of the
modules are summarized below.

The Accounts Payable, Accounts Receivable, and
Encumbrance modules maintain their own subsidiary
ledgers of vendor invoices, customer billings, and
encumbrances, respectively. They include subledger
reports and aging reports to help manage billing and
purchases.

The Accounts Payable module provides an auto-
matic check writer.

The Accounts Receivable module can print bills
and past-due statements to customers. This feature
would be appropriate for agencies that need to coilect
fees or payments.

The Encumbrance module allows the user to print
purchase orders and record encumbrances for
committed funds. With the Encumbrance module, the
Head Start director can receive a more accurate and
up-to-date picture of the finandal status of Head
Start funds.

The Budget Reporting Module is used to create
and modify a budget worksheet from historical data
previously recorded  Fund Accounting. The Budget
Reporting module a..u displays budget information
on screen, including budgeted and actual transaction
totals by accounts and the budget excess or deficit.
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Training and Technical Assistance

Users can choose from a variety of options for
their training and technical assistance needs. For
those who feel they do not need to purchase training,
there is a tutorial built into the system. MIP offers
training classes regularly at its Austin, Texas, head-
quarters,. In addition, MIP has developed a set of
Video Classroom training tapes that comes with a
training guide. Some users may contract for on-site
assistance with one of 20 local dealers authorized by
MTP to sell and install the system. Finally, MIP has
telephone support available through an 800 number
and publishes a quarterly newsletter. Each of these
options is discussed below, with some comments
from Head Start agency personnel using MIP.

The training class held at MIP headquarters in
Austin is a three-day course; about 20 computer
terminals are available for hands-on practice. A
fourth day of training is available for users who want
to leam the Payroll and Fixed Assets modules. The
cost is $495 for the first attendee per agency and $295
for eadsi additional attendee per agency. The training
guide, which accompanies the training, is 175 pages
and contains practice exercises.

Myra E. Rennick, fiscal director for Community
Action Program (CAP) of Western Indiana, highly
recommended the training in Austin. James Jarvis,
comptroller for the Community Action Organization
(CAO) of Scioto County in Portsmouth, Ohio, at-
tended the training class in Austin with five members
of his staff for an approximate cost of $3,000, includ-
ing travel and lodging costs. They had been using the
system for some time before attending the class.
Jarvis stated that staffers learned a lot while in
Austin and were familiar with the material when
they retumed to Scioto to operate the system.

The Video Classroom training tapes were intro-
duced to help offset the cost of training, according to
Tim Ziegner and Barry Pigg of MIP. “We heard our
users saying that training was expensive, and we
developed a low-cost answer in the video training
classes,” said Ziegner. “We use the same training
guide on the videotape and cover the same material
that we use in training in Austin. There are built-in
exarcises where the user can stop the tape for the
opportunity to have hands-on’ practice just as we
have [in Austin],” added Pigg.

The videctapes were produced professionally and
consist of three sets. Set One includes four tapes
covering the General Ledger: System Setup, Data
Entry, System Operations, and Reporting. Set Two
has two tapes: one covering Budget Reporting and
Encumbrances/Purchase Orders, and one covering
Accounts Payable, Acoounts Receivable, and Data-

14

base Interface. The third set covers Payroll. The MIP
Video Classroom is priced at $195 per set.

The Community Action Committee (CAC) of
Victoria, Texas, installed MIP in June 1990. Fiscal year
1991 is the first full year the system has been in
operation. Mary King, finance director, went to the
training class in Austin with other staff members
before the system had been installed. She felt the
three days was not enough time to become familiar
with the system, for a staff with no previous experi-
ence with MIP. However, she has found the video-
tapes to be very helpful. “When I reviewed the
tapes,” she explained, “I discovered many features
we aren’t using that would benefit us.”

Mary Halvorsen, computer operations coordinator
with CAC of Victoria, agrees with King that training
in Austin was not enough to begin to operate the
system with confidence. But she feels she can learn
what she needs to know from phone calls to the
support line. Halvorsen said, “I have learned a lot
just from phone calls (to MIP.] I call three or four
times a week. | don’t need to go to training again. I
can get the information and help I need from the
hotline.”
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Micro Information Products

Hardware and Software Required

The MIP Fund-Accounting system runs on an |BM
personal computer or an IBM-compatible computer.
The computer must be capable of running MS-DOS
or IBM PC-DOS. The computer must have a 100-
percent IBM-compatible BIOS (basic input/output
system; BIOS is the method that the computer uses to
communicate with other devices, such as the printer).

The minimum requirements for the computer are
as follows:

* 640 kilobytes of memory

* A minimum 10-megabyte hard disk (40 MB
recommended)

¢ A keyboard and monitor (monochrome or color)

*» A printer capable of printing 132 characters per
line

+ DOS, version 3.1 or later

Both single-user and networked versions of MIP
are available. Novelle is the preferred network
operating system, according to Tim Ziegner, but the
system will run on Lantastic, Novelle Lite, Banyan,
IBM PC-LAN, 05/2, and others. MI?P officials est-
mate that 30 to 40 percent of MIP users are network
users, and this number is growing.

Favorite Features

National Data Management Project staff asked
users to identify the features of MIP that are most
useful to Head Start and the agency. The responses
rangect from the simplified generation of IRS Form
990 to automatic allocations and ease of use. Mary
King stated, "I like all the features—such as combin-
ing, allocating, and separating; MIP condenses
paperwork.”

Many Head Start agencies learned about MIP as a
result of suggestions from their CPA or auditors.
James Jarvis recalled, “In 1983, a local CPA auditor
was aware of our needs. He read an article that MIP
had developed a fund-accounting system. We con-
tacted MIP in Austin, and I believe we were the first
installation outside of Texas.” CAC of Victoria also
heard about MIP from their local auditing firm, and
selected it after looking at several programs.

What are some of the features that finance office
personnel like about MIP? Myra Rennick likes the
ability to retrieve one fund with detaii for any period
needed. She also likes its flexibility, quickness, and
user friendliness, which makes it easy to learn.
Caroline Powell, Head Start bookkeeper for CAO
of Scioto County, likes the on-line help screen, while

her co-worker, Fanny Justice, likes the fact that
checks are automatically posted when they are
written. “It is easy tu select reports,” added Justice.
Mary Halvorsen supports the notion that MIP is easy
to leamn. “1 learned Payroll and Accounts Payable on
my own, just playing with it,” Halvorsen said.

How do users rate the support they receive from
MIP? “They respond within an hour. .. .” “They are
very good about listening to our suggestions for
changes. . . .” “We have good rapport with MIP. . . .”
These are some of the comments made by Head Start
agency users of MIP. When asked if they would
choose MIP again over another accounting system, ali
interviewees said “yes.” Why? Here are some of their
reasons.

“MIP is performing everything we need. There is
no need to look at anything else. We would select
MIP again for the support and upgrades we have had
over the years,” stated James Jarvis. Mary King said
she would choose MIP again because it is “easy to
learn and has lots of features.” Myra Rennick would
keep MIP because it has “good support, meets my
needs, and offers continuous updates.”
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Table 2

Head Start Ageiicies Using Fund-Accounting Systems

FundWare Camden County Council on Economic Opportunity Camden, NJ
Dallas County Family Services, Inc. Dallas, TX
East Coast Migrant Head Start Program Arlington, VA
Newark Preschool Council Newark, NJ
Redlands Christian Migrant Assocation Immokalee, FL
Grants Management Systems Central Kentuucky Community Action Council Lebanon, KY
Central Savannah River Area
Economic Opportunity Authority Augusta, GA
Coastal Georgia Area Community
Action Agency Brunswick, GA
Community Action Commission Goleta, CA
Delaware Opportunities, Inc. Delhi, NY
Lift, Inc. Tupelo, MS
Maui Economic Opportunity, Inc. Kahului, HI
Mercer County Community Action Program Sharon, PA
Mid-Williamette Community Action Agency Salem, OR
Northwest Kansas Community Action Program Hiawatha, KS
Shore Up! Ine. Salisbury, MD
Western Carolina Community Action, Inc. Hendersonville, NC
MIP Community Action Committee of Victoria Victoria, TX
Community Action Organization of Scioto County Portsmouth, OH
Community Action Program of Western Indiana Covington, IN
Community Services Agency Carrizo Springs, TX
Conecuh-Monroe Community Action Evergreen, AL
Grant County Community Action Council Moses Lake, WA
Huntsville-Madison and Limestone
Community Action Agency Huntsville, AL
Ironton-Lawrence Community Action Organization Lronton, OH
Licking Valley Community Action Program Flemingsburg, KY
Mobile Community Action Prichard, AL
South Middlesex Opportunity Coundil Framingham, MA
Southeast Nebraska Community Action Humbolt, NE
Tom Green Community Action Council San Angelo, TX
Tri-County Opportunities Council Rock Falls, IL
Tulsa Community Action Agency Tuisa, OK
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\ 4
Overview

The following chapters focus on the importance
of the commitment of management to automaton,
strategies and tactics managers can use to plan for
automation, and ways to devise an automation
strategy for your particular program.

A major goal of this manual is to provide “how-to”
guidance for Head Start program planners. This
includes planning tools that are useful and practical
in obtaining an objective assessment of existing
program structures.

The “top-down” concept of planning—an ap-
proach that aims to evaluate and address first those
issues posing the highest obstacles to the success of
the project—is followed throughout. Top-down
planning requires that issues belonging to successive
steps be considered only after all issues in previous
and current steps are adequately addressed. For
example, it would be inappropriate to consider issues
relating to implementation before all issues relating
to strategy and tactics have been addressed (see
figure on p. 3).

Planning is discussed in general terms, apart from
adoption of any particular technology (computers,

the project life-cycle are not addressed.

Although the maintenance and evaluation phases
of the automation process are not examined here,
Head Start programs should implement these phases,

I software, etc.). Issues that pertain to other stages of

once they have completed the initial phases of the

process is meeting the program’s needs.

To assist planners with the collection of informa-
ton, we have included various questionnaires,
worksheets, and other aids (exhibits 1-4).

N automation process, to ensure that the automation
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\ 4
Managerial Commitment to Automation

! For Head Start management, the dedsion to

| automate is likely to be crudal, since it will affect the
i program internally and externally. Because of the

. vast differences ameng Head Start programs, how-
ever, the decision to automate cannot be a global one,
but must be determined by each Head Start program.
Automation may be a realistic choice for one Head
Start program. but an unworkable option for another.
To decide what is right for your program, you must
employ two basic tools of good management: analvsis
and planning.

If you think automation is right for your program,
you must also recognize that automation requires
more than just a change in processes; it requires a
change in the people who perform them. Acceptance
of this change by the people it affects—the employ-
ees—cannot be mandated. Attitudes and behaviors
are often too ingrained, organizational systems too
entrenched, to make change easy. Real commitment
and involvement on the part of top management are
vital to prepare staff for change and to ensure the

——EENN, success of automation.

The fact that management has decided to proceed

f’——\ with automation does not necessarily indicate real

- - commitment—and employees know it. Many projects
. falter because managers only pay lip service to an
— . idea without giving it their full attention. Such
— " . projects rarely advance beyond the “idea” stage and
Se—— { ultimately die a slow death. Real managerial commit-
ment is exhibited when managers not only “raise the
CREE——

| banner” for the project but also “lead the charge.”
onmp—
/ Head Start personnel assodated with the automa-

—t tion project can encourage management by present-
///}4;,-—- : ing facts on the benefits of automation and by demon-
/___r ’ strating the necessary steps (o achieve the goal

effidently and effectively. The information in the
following chapters may also help you generate
P managenal support for automation.
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Readiness Assessment

Once manay,ement is committed to automation and
responsibilies for managing the transition have been
assigned, it is tempting to immediately begin plan-
ning the implementation stage. The development of
an implementation plan for automation, however,
would be premature at this point. The present status
of your Head Start program and its readiness for
automation must first be clearly analyzed and
defined.

Organizational Issues

A readiness assessment of current Head Start
i programs and management structures will undoubt-
| edly reveal the existence of some traditonal assump-
! tions and practices that limit the effectiveness auto-
i mation cculd have for the programs. The managerial
assessment tool (exhibit 1) lists various
characteristics that may reflect the readiness of
programs to accept automation.

2008 0500000000000

Employee Involvement

An assessment should be made to determine how
involved employees are in their Head Start program.
A high degree of employee involvement should be a
I strategic objective of program management, since
lack of involvement can have a negative effect on the
automation effort. Through vari~us means, Head
Start management can include employees in the
decision-making processes that affect their work
situations and the program’s operation. These
techniques, ranging from low-level participation to
high-level participation, require different levels of
managerial commitment to be effective. Generally,
the more participation a technique demands, the
more managerial commitment is required.

Head Start management should be careful, how-
ever, to choose an involvement technique that is
consistent with the style of the program. If employee
involvement in program operations has traditionally
been low-level or nonexistent, caution should be
exercised in attempting to raise the involvement
level.

-
f
“>
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Some examples of commonly used techniques for
encouraging employee involvement that may work
for Head Start programs follow, listed according to
level of participation:

Low-level participation  High-level participation

* Quality circles

* Autonomous
workgroups

* Information sharing

* Suggestion systems

* Gains sharing * Self-directed teams

When it becomes necessary to increase employee
involvement in program operations, Head Start
management should proceed first by clearly defining
what program objectives will be achieved by such
change, and then by providing the means for employ-
ees to have input into the process. Depending on
the size and complexity of the program, it may be
necessary to consult an organizational expert to assist
with such changes.

The task of first identifying any operational habits
that can become barriers to automation and then
making adjustments can be difficult. While the
amount of attention that should be given to such
operational habits varies, the need for strategic
planning makes it imperative that these habits be
recognized as forces that may prevent your program
from achieving the results normally expected from
automation.

Regardless of the amount of attention paid to
internal operations, however, the results of each
program'’s self-assessment should be reflected in
program-wide statements of mission, policies,
strategies, and goals, communicated in a manner
designed to unify staff members in a common effort.
While Head Start programs have already formulated
this kind of mission statement, many may need to
clarify basic concepts about the nature of their
“business,” to provide a focus and framework for
strategic planning.
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Managerial Involvement

Once managerial commitment to automation has
been made, the Head Start director and component
coordinator face a difficult question: How will the
effort be managed? In some instances, where staff
resources are already tight, the answer often is
simply, “We'll manage it using existing structures.”
But further consideration typically raises more
difficult questions. Who will build program aware-
ness about automation? Who will seek to build
commitment at all levels of the program? Who will
explore and analyze the wide variety of improvement
techniques available? Who will encourage and
develop methods to improve employee involvement?
Who will serve as a clearinghouse for information
about automation?

These tasks could, of course, be parceled out to
various program coordinators or other staff members
within the existing program structure, But who,
then, will ensure that all of these activities are carried
outin a planned, coordinated fashion? The inevitable
conclusion is that the magnitude of these tasks
requires the participation of management at the
highest level.

Even when Head Start directors recognize the need
for managerial involvement in preparing the pro-
gram for change, however, personal involvement on
their part is often not possible because of other
responsibilities. This problem is frequently resolved
by the appointment of a steering committee that is
vested with the director’s authority and that has
responsibility for organizing and leading the

program'’s “change” effort.
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Aruitoxt provided by Eic:

Exhibit 1

Assessment of Managerial and Organizational Characteristics

Consider each of the following statements as
related to the program’s tendencies and its manage-
rial practices. To arrive at a more quantitave assess-
ment, assign numerical values to answers. For
example, assign a value from 1 to 2 for every “agree”

answer (where 1 is “agree” and 2 is “strongly agree”),

and 0 for everv “disagree.” A total assessment value
can then be denved for each area of consideration.

While each Head Start program should dedde
what assessment values are acceptable, the following
are suggested as minimum indications of a program’s
readiness to benefit from automation (based on the
value assignments mentioned above): A minimum
value of 12 for managerial characteristics, a minimum
value of 10 for org=nizational charactenstics, and a
minimum assessed value of 22 overall.

Managerial Characteristics

The Head Start director and component coordi-
nators in my program:

1

Believe that emplovee participation can
further the goals of the program as well as
the goals of the individual employees

. Express respect for employees as valuable

contributors to the program

Express concern for employees’ well-being
and job satisfacthion

. Frequently express appreciation for the

contributions that employees make

. Routinely share business information with

employees

. Explain program procedures and policies to

employees

. Are receptive to input from employees to the

decision-making process

Do a guod job coaching and training employ-
ees to help them improve their performance

. Expect employees to use inihative in per-

forming their jobs

Strongly Disagree/
Agree Agree Don’t Know
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Assessment of Managerial and Organizational Characteristics, continued

Organizational Characteristics
Strongly Disagree/
In my program: Agree Agree Don’t Know

1. People can be rewarded and recognized for
teamwork accomplishments

. Measurement data exist to describe important
performance results

employees to let them know how they are
doing

4. Communication methods exist that allow for
a two-way flow of information between
management and employees

5. Departments cooperate to achieve common
goals

|
|
|
|
|
|
2
3. Measurement data are regularly shared with

6. Personnel policies and practices are based on
the assumption that employees want to do a
good job

7. Time, money, and other program resources
are spent on training and development of
employees

ERIC 88
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Strategic and Tactical Planning

Strategic Planning

Once you have assessed your program’s readiness
and have the diagnostic data at hand, planning a
strategy can begin. Strategic planning is a necessary
early step of reviewing the “big picture” regarding
your Head Start program: where you are now, where
you want to be, and how you will get there. The
program should be analyzed in the context of what
impact automation may have on it, its people, and its
products or services. Strategic planning for automa-
tion involves planning for a variety of issues, both
internal and external to the program, that will affect
the success of automation in your program.

The Nature of Your “Business”—
Where You Are Now

The true “business” of your Head Start program
must be defined. To do so usually requires input
from people at all levels who have extensive knowl-
edge of the program and its relationship to the Head
Start community. In some situations, the Head Start
director will designate a planning team. If so, the
group’s members should include parents as well as
staff members at all levels and they should reach
unanimous agreement on the definition of the
program'’s “business” before further planning is
done.

Your mission statement is a good place to start to
define the nature of the program’s “business” and its
current status. The mission statement defines the
nature of the “business” in terms of:

The services provided by the program
The recipients of those services

The ways these services are used

The ways your program differs from other
programs

The mission statement, however, falls short of
defining the true nature of the program’s “business.”
The true “business” of Head Start programs includes
all the items listed in the mission statement (the
program'’s external focus), plus the program’s
administrative elements and operational procedures
(its internal makeup). For planning purposes, the
program’s true “business” is defined by the following
factors:

l
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¢ Program size (number of sites served, number of
children supported, number of emplovees ir the
program, number of daily transactions, inveices,
etc.)

+ Program targets (number of reports generated,
checks printed, number of daily transactions,
invoices, etc.)

+ Employee orientation (position types, technical
qualifications, etc.)

+ Resources available (spedal budgets, grants, in-
house expertise, Technical Assistance Support
Centers, consulting arrangements, etc.)

Your definition of the program’s “business”
should also be based on an assessment of the
program's present capabilities and incapabilities,
weaknesses, or inefficiendes in light of the factors
listed above. It should also address the program’s
potennal for achieving goals related to its mission
and other operational objectives. In contrast to the
mission statement, this definition statement should be
short and clear.

How Automation Can Help—
Where You Want to Be

What 1s needed at this stage of planningisa
general understanding of how the program expects
to benefit from automation, in other words, how
automation will address the deficiendies already
noted. One way the planning vroup can arrive at
common expectations (goals anu objectives) for
automation 1s to make four lists to address: (1) what
needs to be improved, (2) how automation will affect
the way the program now operates, (3) which depart-
ments or staff members will be the main beneficiaries
of automation, and (4) how automation can both help
the program and preserve employee jobs. After
compiling these lists, efforts should be made to
reduce the issues to short, concise, goal-oriented
statements. The following are examples of goal-
oriented statements:

e Through automation, we will improve capabilities

in both child record management and general
program ad ministration.
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* Through automation, we will improve operational
effidency.

* Through automation, we will improve delivery of
services.

¢ Through automation, we will develop a more
skillful, more professional work force.

Each of the above goal-oriented statements could,
of course, be descaribed in further detail to explain
what specific areas, systems, or departments will be
affected by automation. At this point, however, such
details would be inappropriate, since the object of
strategic planning is to provide long-range direc-
tion—details are the subject of tactical planning.

Direction—How to Get There

To provide long-range direction, management
needs to establish polidies and procedures in the
areas of justification, implementation, acceptance by .
users, staffing, training, and structure. These policies
and procedures then form the basis for the strategic
plan that will direct your tactical planning of specific
details.

Tactical Planning

Whereas strategic planning deals with the “big
picture,” tactical planning involves the steps or
initiatives to implement strategic directives. One
major step of tactical planning involves determining
the particular needs of the program and then select-
ing the best available technology to meet those needs.

Head Start practitioners know a lot about assessing
needs and developing plans. They are skilled at
updating component plans and reports like Commu-
nity Needs Assessments. Many have successfully bid
on new funding for Head Start or other funded
projects. These same skills—identifying needs and
planning how to best meet those needs—will be
needed to prepare for automation.

Assessing Program Needs for Beginning
Computer Applications

If your program has been using computers for less
than a year, or if a majority of the staff are not com-
puter literate, consider the following questions
carefully.

If your Head Start program is considering the
purchase of a comp ater, these questions must also be

considered before making this very important
decision. The needs assessment worksheet on p. 11
(exhibit 2) lists a number of issues that need to be
examined as well.

* What tasks should be handled by computer?

* Child Tracking

* Word processing or produdng newsletters
(desktop publishing)

* Maintaining mailing lists

Budget preparation and fiscal reporting

* Communicating with a Bulletin Board
System (BBS)

* What :hanges need to be made in current opera-
tions to make the transition to a computerized
system?

* How will the software be selected—by a commit-
tee of staff members or by the director? ‘Will
there be a process for reviewing software and
bids?

* Is it better for your program to buy integrated
software or to buy each application individually?
Will you need to be able to transfer data from one
program to another (i.e., from spreadsheet to
word processing, or from data management to
spreadsheet)?

* Will your office need more than one computer?
Should a local area network (LAN) of computers
be considered now?

* How many printers and modems should be
purchased? What type?

* Where will the equipment be located?

* Who will have access to the computer? Who will
oversee the system? Who will contact the vendor
when problems arise?

* Is this a good time for the program and staff to
undertake a major transition? Be honest. Com-
puterizing your manual systems will require
team effort, time, and lots of patience. Can you
provide that level of commitment now?




Exhibit 2
Needs Assessment Worksheet

Fill in answers.

Business Activity Needs

Program size:

Number of sites served

Number of children supported
Number of employees in the program
Program services—administrative:
Number of reports generate