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THINKING NEN'SYSTEM(S)? TSOHE ACTION ITEMS",
Jaffes 1. Penrod
Larry N. Craft

Pepperd1ne Un1vers1ty'
- Ma11bu California

T

Thehp]anning for, design and imp1ementation of information
_management_systems in co]]eges and universities'is approaching
a state ot adolescence as a séience. Beeause we cannot devise
“Wpyles” with suff1c1ent seope and- depth to cgzer a]] 1nst1-
tut1ona1 and systems cont1ngenc1es, the necessany act1v1t1es
remaln somewhere between magic and art. At least ten "things"

can and should be done in the early stages of systems p]anning,.

\

These relate to facilities management a systems comm1ttee,

S

the user liaison functaons, s%m1nars data base management,
advisory comm1ttees, 1mp1ementat1on task groups, a- procedures

Y

commi ttee, user training, and eva]uat1oﬁs.
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PERSPECTIVE: FOCUSING ON THE TARGE

. ! ..
\PEPPERDINE UNIVERSI‘FY v N o
e
““———‘-Pépperd1ne-Un1vers1ty was—estab11shed 1n—1937 “through-the- ph11anthropy————

of Geéorge Pepperd1ne (1886 19655, founder and deve]oper of the Western Auto
Supply Company.- The schoo] was primarily &n undergradua;e co11ege af-

f111ated with the Churches of Christ and ded1cated to promot1ng 11bera1

'l

arts education-with a- Christian atmosphere. : _ »

’ s

The school opened as Pepperd1ne Co]]ege on the 35-= -acre or1g1na1 s1te

1n south- centra] Los ‘Angeles, - with 137 students. A grant by the founder

prov1ded for'%he campus\ buildings, and an endowment of approx1mate1y two

m1111on do]]ars

4

An enormous growth per1od ensued in the 1ate 1960 s and ear1y 1970'
(see Flgures 1 and 2) as Pepperd1ne rap1d1y expanded from a s1ng1e under-
graduate institution to a mu1t1 chmpused operat1on of f1ve schools and many

' off—campus locations. 9’ f

In 1972, the 650- acre Na11bu Campus, site of Frank R. Seaver College,
opened with 872 students. As of the current school year, 1977-78, Pepperd1ne
Schoo]s of Profess1ona1 Studies, Bus1néss and Management and Educat1on dre
adm1n1stered from the Lo$ Angeles Campus. Pepperd1ne Schoo1 of Law, pres-lv

-ent]y located. in Anaheim, w111 be Jo1n1ng Frank R. Seaver Co11ege the

trad1taona1 4-year uhdergraduate co11ege at the Ma11bu Cahpus, in September,
AR .
1978. - Lﬁg‘ ) ,ﬁ i-,
. . ;‘ .}\ . ¢ L.
‘Addlng xbmp1ex1ty to th1s phenomena growth are(;;f-campus teach1ng ,

-

locatlons -weekend mode courses nulti- d1sc1p11nary courses, a one-year
! . : : . . -

-



'European program and extensive m111tary programs on a wor]d-w1de bas1s
The cha]]enges wh1ch must be met due to this raté of change are -

‘most evident in the areas of Student and Financial Records. As the

technicai,needs of the'systems'change, SO is ﬁt necessary:tofrestructureg

and redefine the procedures .and functions that the staff-have been working

w1th in the past, a task at least as 1mportant as the techn1ca1 modifi-

£

‘cat1ons ' . 'e SR

~.-

-UNIVERSITY INFORHATIO\J SERVICES ¢ =~ : .' 7

The coord1nat1on of such extens1ve adm1nastrat1ve changes 1nvo]v1ng
;computer systems became the respons1b111ty of Un1vers1ty Informat1on
:Serv1ces (UIS) UIS was or1g1nated for the purpose of deve]op1ng a Han-
l'agament Informat16n'System rather than a dita processing operat1on in ® ,
vorder that overa]] adm1n1strat1ve/academ1c needs cou]d be. met in a unified
way ,- and future p]ann1ng and 1nformat1on report1ng cou]d be corre]ated W1th ’
the current data process1ng done in support of the administrative systems.

In effect UIS has become a change agenx?for the Un1vers1ty in the sooh1s—
ticatiom and ref1n1ng of Pepperdine’s systems requ1rements

UIS has two pr1mary obJect1ves (T) to prov1de managenent infor-

mation to all d1v1S1ons and adm1n1strat1ve 1evels of the Un1verS1ty,
'1n(}ud1ng 1nfbrmat1on perta1n1ng to decision- mak1ng needs and 1nformat1on

' 1ated to. operatnon of adm1n1strat1ve systems; and (2) to prov1de tech-
»n1cal expert1se for the design, 1mo]ementat1on operat1on, and ongo1ng |
malntenance of systems software and hardware, both adm1nlstrat1ve and'ﬂ
academic. L ' “f' P | |

s % Co -

0rgan1zat1ona11y“ UIS reports d1rect1y to the Executive V1ce Pres1dent,

the chief operat1ons officer for Pe perdine Un1vers1ty (see’ Attachment A).

.Executive D1rector who has d1rect

The organization 1tse1f is headed by &



| overs1ght of the. Adm1n1strat1ve Staff, Inst1tut1ona1 Research, and Computer

'Services un1ts (see Attachment B, page 1).

N

Severa] dramat1c<occurrences w1th1n a reTat1ve1y sgort time frame have

.had a 1arge 1mpact.on the Un1vers1ty These jincluded: purchase and

«insta]]at1on of a major comput1ng dev1ce (a Univac 90/60 computer) des1gn

" and construct1on of a facility to house the computer and staff (a two-~

e i

- stOry, 7,000 square foot,bu11d1ngT;,convers1on of some programs and aTT,.'

' 'fuhctionsi and hiring, integrating, and training personnel to support an .

data from the'ekternaThService Bureaus which had been wsed for Administrative

ServiceS'prior‘to the.UniLac 90/60;vperformance of ongoing routine reporting

B

—

interna] computing fac111t

. TotaT redesign and new programm1ng effort for all adm1n1strat1ve soft--'

ware has been started. The Integrated Student Informat1on System (ISIS)

| has been completed Other pr1mary administrative software such as the

Integrated Bus1ness Informat1on Svstem (IBIS) are in the initial des1gn

: 'stage Bu11d1ng a research data base for trend ana]ys1s from past and cur-

¢ent 1nformat1on 1s also 1n.progress

The change process is dramat1ca11y affected by the oroan1zat1ona1

"management styTe In fact the change strategv may be d1ctated by it.

. The approach to‘management in UIS is der1ved from ‘,rev1s1on1st theody

' soc1a1 systems modeT soec{f1ca11y, UIS's Execut1ve Director's mod1f1ed

1

'vers1on of the Getze]s Guba "Nomotheth1c-1d1ograph1c“ model. e

Th1s modeT stresses (1) the group as the basic’ organ1zat1ona1 unit;

(2) a well- def1ned fornaT structure suppTemented by . 1nforma1 communication
o _

‘ channe]s; (3) author1ty derived from knowTedge, sk111 and ach1evement l ,"'

wheneverlposs1b1e; (4)  contred and feedback.c10se1y related to group pro-

. L. “ 1 * ‘ - . ‘ N \a;.)\ '
S _ -3- _ :



cesses, (5) dec1S1on-mak1ng conducted at the most appropr1ate 1eVe1,

(6) goa] sett1ng with as much group part1c1pat1on as poss1b1e, (7)
.communtcat1on vert1ca11y and h9r1zonta11y occurring w1thout f11ter1ng,.
. (8) mot1vat1on d1rect1y re]ated to the 1nd1v1dua1 s role- def1n1t1on,
(9) a proaect approach to prob]em-so]v1ng, and (10) an atmosphere re-

———_cept1Ve_to_qnterna1 change. , ,,,t" e S -

]
’ t - . R

The strategy be1ng 1mp1emented by UIS is a normat1ve—re-educat1ve
mode] very s1m11ar to. the prob]em-so]v1ng construct descr1bed by Novotneyz'

{with the 1ntroduct1on of a semi- permanent Outsude/1ns1de change agent

S

: , PART 2
FACILITY MANAGEMENT; INTEGRATION WITH EXISTING ORGAVIZATIONS

- L Id
sXsTdMs & COMPUTER TECHNOLOGY CORPORATION RE.

e
[N, S

Th outside- change agent is Systems & Computer Techno]ogy CorpOrat1on ' .

w

a fac111t1es management/educat1ona] software firm with extens1ve

-
———*EXpe 1ence spann1ng ten years in more than one hundred co]]eges and

un1vers1t1es._-

CT has a f1ve year contract with Pepperd1ne to prov1de management '

-

| and _Echn1ca1 expert1se~1n the Comouter SerV1ces .areas of Computer 0perat1ons;
_ Adm1n1strat1ve Systems and Academ1c Comput1ng Managers—oﬁ—these areas

reporﬁ d1rect1y to the Director of Computer SerV1ces.- The Ass1stant Director
- 1mmed1ate1y supervfses Adm1n1strat1ve Systems wh1ch is compr1sed of Student - :
: Records, Financial Records. and User L1a1son A]] managers of these _units’
v.are 'SCT emp]oyees Success1ve pos1t1ons are held by both Pepperd1ne and.

SCT personnel (see Attachment B, pages 2-4).

SCT personnel work to identify-University néeds, to provide certain»
¥ o - S S ' o _
o -4- I S D




technica] skills to the Univers1ty, to train UniverSity staff to:prov1de ‘
\support for training, to arrange access to other training resobrces to-
'coordinate administration and training as part of the system S prob]em-

-solving procedure§ ‘to act as a solution giver, to act as a process

»

-he]per,aand to act as a cata]yst. .The.roles vary depending upon direction
~from the Un1vers1ty TS ' :

A11 SCT activities are under the,direct supervision of the: UIS Execu-

;tive Director who coordinates their efforts w1th UniverSity personne] to
vfproduce concise prob]em statements, to ana]yze prob]ems to form 0bJECt1VES

to solve prob]ems, to con?ﬂct an 1nventory of the necessary resources: to

so]ve identified probiems to deve]op p]ans thCh will allow. 0bJECt1VES to
'be reached, to he}p in the eva]uation process during 1mp]ementation and in- |
:the determination of how well ObJect1V°S were met, ahd to bring about any -
a]terations chtated by the evaluative feedback 4 Co.

1

INTEGRATION OF SCT.INTO UIS-

.'?‘

The/functions of the inside agent(s) (the uIs Executive Director and

his staff) are criticai in seeing that changes brought about by the "out51de

]

//mpetus become a stab]e part of the ongoing operation and that they have a.'\

-broad basj of acceptance Thus, the first task was to 1ntegrate SCT manage-—

-

ment and new Pepperdinélempioyees into the uIs: organization Severa] actions

-weré specified to take pJace in this endeavor: .(1) the uIs Executive

A4 -

;Director interViewed and approved a]] SCT managers prior to their aSSign-’
ment to PepPerdine (2) Each Pepperdine emp]oyee transferred t6 UIS was
jgiven an indiv1dua1 and 2 group orientation to the goa]s and expectations’

of UIS (3) The SCT managers ‘conducted indiViduai anﬁ group orientations
.with the.unit they supervised. (4) .Detailed JOb descriptions and specific .

)



individual assignments were distributed and discussed with a]]’new em-
| p]oyees and. with UIS emp]oyees who reported to SCT management ~ (5) An
”a]] day comp]ete staff UIS or1entat1on sess1on was conducted. (6) A . ,/5_
‘ week]y meet1ng in wh1ch all UIS managers report p]ans and prOJect progress '
';to the Execut1ve Dnrector was established. (7) An ombudsperson pos1t1on

_H_report1ng_to_theeExecut1ve D1rector was. estab11shed.mm(8)m_An emp]oyee_s_“_m__m
/

or1entat1on manua] descr1b1ng UIsS goa]s, po11cy and procedures, organ1za- '
t1ona1 structure, the SCT role, and the UIS/Un1vers1ty ﬂ?\at1onsh1p was

>

‘prepared and distributed to each UIS emp]oyee (9) eet1ngs were schedu]ed

and’ conducted with deans and representat1ves from. each scho o] in the
oUn1vers1ty ‘to define and d1scuss the new UIS ro]e ‘and the SCT 1nvo]vement
? in it. (JO) Similar meetings weré held with all adm1n1strat1ve un1ts |
| (11) Severa] comm1ttees (wh1ch will -be d1scussed in deta1i later) were -
appo1nted in an attempt to ensure university-wide input. and to fac111tate .
.1nformat1on d1ssem1nat1on (12) The policy of weekly meet1ngs to d1scLss
'scheduIes, problems or mod1f1cat1ons‘w1th maJor §ystems users was continued. -
.F1na11y, (13) a monthl/)meet1ng where the Director of Computer Serv1ces Co
‘ presents a- forma] progress’ report to the Sys tems Comm1ttee (the po]1cy-
‘mak1ng body for UIS) vias. estab11shed

PART 3 |
A SYSTEMSJCOMMITTEE'. COMPOSITION AND CHARGE
Ensur1ng that UIS meets the obJect1ves for wh1ch the department was

created the Pres1dent of" the Un1vers1ty has estab11shed the Pepperd1ne
_.Un1vers1ty Systems Comm1ttee with the foTlow1ng make- -up and charge:

| - The Pepperd1ne University Systems Committee is com- . : ' ‘_~j‘ T

posed of the Executive Vice President, who serves as
Chairperson, the Senior Vice President, the ,Vice .-~




"'IPresident of Academ1c Affa1rs, the V1ce Président
. .of Administrative Affairsy the.Vice .President of
Financial Affairs, the Vice President of. Un1vers1ty
Affairs, the Vice President4and Dean of the School
~ +of Business and Management, the Associate Vice
S - Pres1dent of Finance, the Controller, the Dean of
b .« - Student Pecords “Fthe Executive Director of Univer- :
' \ - sity Information Services, and the Director of - : {
' Computer Services (ex-officio). The function of ’
‘the Committee is to serve as the "policy board"

7 for computer services.

The act1v1t1es include the estab11shment and re-
SO _ view of all policies related to University comput1ng,
- . the €stablishment and broad review of University
‘ . priorities and service levels relative to computing, »-
~ regular mon1tor1ng of the ongoing project to assure .
; ,effect1ve implementation. of the objectives."as set -
forth in the contract, the working plan, ard any
“other systems- -related plans of the University, and
.- yearly review of the Computer Center budget cons1stent
~with the serv1ce levels established."6 ~ o tTian

Y

‘_Thekcomm1ttee has a standing monthly meet1ng_but.eurr;Etly'meets on’an‘a
' as-neededahasis, aTmost veekly. : o SRS ".Z.l i . ﬁ,l.
C : , . . | | e : .
_ USER LIAISON.. ‘THE COMMUNITY CONTACT REPRESENTATIVE
UserrL1a1son Spec1a11sts W1th1n UIS are v1ta]1y 1mportant having as

the1r pr1me ﬁunct1on the task-of facn11tat1ng commun1cat1on between user

A

departments and the computer product1on and des1gn staff Each spec1a11st

is ass1gned responS1b111ty for an adm1n1strat1ve ‘area and spends most of

4

f'h1s/her t1me in the spec1f1c area gather1ng or g]v1ng 1nformat1on and

E)
o

troub]e shooting apparent problems.

The uL Spec1aﬂ1sts who operatesw1th1n Computer Serv1ces have been-

' heav11v 1nvo1ved 1n the des1gn and 1mp1ementat1on stages of ISIS Spe-

s -

‘c1fﬁca11y, UL Spec1a11sts ass1st in procedure wr1t1ng, forms des1gn data ;-

=input screen design and testing and development of data 511e,convers1on |
. . . - o . - ' . ) .

t

o~




| specfticat%ons and associated testing. These funct1ons have been espe-
cia]]y 1mportgnt in 1nterfac1ng with the f1e1d zng1neer for the data.
T entry device- and’ w1th the. data entry superv1sor dur1ng trans1t1on per1ods
dr‘example, if forms were ma11ed to students wh1ch became obsolete before

A a]] were returned, a workab]e so]ut1on wou]d have to be dev1sed to al]ow

f‘

,A
,.,,

system mod1f1cat1ons, procedures, and 1nput screen des1gn
Y At the same time UL Specjalists 1nterpret to the users how the system .
Eyéjh best serve them by 1dent1fy1ng potent1a1 prob]em areas of des1gn or
v'.procedures, such as reg1strat1on and b1111ng methods for c]asses w1th 1r- i
- regu]ar beg1nn1ng and end1ng dates. They ass1st in deve]op1ng the user' s.

©

objectives, -the des1gn of new formats and the enumerat1on and c]ar1f1cat1on }

« &Vve
N - L4

of - requ1red test1ng _
» ;4} As a h1gh1y user-or1ented group, they have had a primary ro]e 1n

, prov1d1ng'tra1n1ng ﬁn new data co]]ect1on and record1ng procedures to
se]ected personnel. iTo;do this, UL Spec1a11sts must know andvunderstand<- .
the mechanics’ of €%§ old systems in addition to the design of the new

' ?system.,-Further,-they-must'know thenstrengths and weaknesses of their

~ users--and help ‘reluctant users to realize benefits of coordination and

'.systemizations The‘day-tozday and person-to-person contact given'by User
Liaison thrdughout the University‘community cannot be overemphasized in -

‘the process of deve]op1ng and ma1nta1n1ng a smooth and effect1ve system.<

/-.

- _ PART 5 _ ‘

‘ SYSTEMS SEMINARS THE CORE PROBLEV ATTITUDES ' K
Because of the abso]ute necess1ty for user 1nvo]vement 1n ‘the
'.1mp1ementatjon phase-of the new system and because of the substantmal un= : .

v . . _8- | . . | ‘ ) .. / am

N : ) ‘ .




L | \ e |
rest and resistancE'to 8uch a change causfpg effort, 'there'was a need for
some method of br1ng1ng about un1f1ed fee11ng of cooperat1on

Argyr1s has stated that "most 1nd1v1duaTs are 'systemat1ca11y b]1nd'

I

to their behav1or and are therefore cuTturaTTy programmed' 10 behave 1n

ways that reduce the probability of change. o7 !i - ~

Tt

- The dev1ce chosen“to“overcome‘this“"systematic“bTTndness"‘was“a
’consc1ousness -raising modeT deveToped by SamueT A Cu]bert as descr1bed 1n

h1s book, The 0rgan1zat1on Trap and How to Get Out of It 8

<

The consc1ousness ra1s1ng model focuses on two components, the personaT
and the system The p@gsona] component str1ves to develop sufficient under-
tand1ng of who we are w1thout our adaptat1ons to the system and to rec-.
ognf%e wh1ch parts of the system fail to fit our needs. The system component
“involves ohr see1ng what the system 1s and how it works--as contrasted w1th

‘how we've: been cond1t1oned to see it--and our th1nk1ng about the weTT be1ng

9

of others who are’ aTso part of the system . In 1mp1ement1ng the modeT, it

LI

Iﬁ. 1mportant to observe the foTTow1ng o1nts (see Attachment C)
5,

1. The outputs of each stage prqgvide 1nputs for the next; thus,
the-stages must be carried gt in sequence:

Z.T‘The groups should’ be carefuTTy seTected so.that there is a
~ cross section of. individuals at the same operational level
- but representlng different departments ) within Pepperd1ne

3. . The group should be smaTT enough for comfortabTe shar1ng but
- large enough to construct an accurate perspect1ve of -the . =~
‘system (12-15). .

- 4 The group shoqu be comm1tted td attend aTT three four hour '
SN sess1ons which meet weekly for three weeks.. =~ = .

5. Each session is to be conducted by a Fac111tator who sets an
o atmosphere of open communication. An individual from UIS, who-
~ is a systems specialist, should alsorbe a member 6f. the group
for the three weeks. His/her role is to supply answers should
“any pertinent systems-related quest1ons of a techn1ca1 nature

‘ need clarifjcation. L

N



9 . B
4 3

‘ : _ : J
6. Each sem1nar shou]d be evaTuated for each session both by the
attendees (see Attachment D) and by the Facilitator (see

. Attachment E).. These evaluations are then tabulated and

ana]yzed ‘
.Ideas and a]ternat1Ves for changes to the systeme‘be it adm1n1strat1ve
or computer-based--uere drafted by each Sem1nar group in the ofr Action
Items whieh were d1rected to Un1vers1ty officials. General reas of concern#
- have been commun1cat1on qua11ty of managenent, fr1nge benef j> un1vers1ty-
g]ann1ng{ managementiph1losophy, software deS1gn, and data process1ng op~-
eraffons. pa"&fliﬂf N v Y \'* .
Exanp]§§ “of ‘the responses to such recommendat1ons were: a trimesterly -
meeting w1th topsUniversity administrators and the staffs of each campus in
_a“pport/quest1on/answer furmat, 1ncreased benefits to personnel; better
management direction; improved coord1nat1on and communication between de-
partments, additional training sess1ons, c]ar1f1cat1om of rO]es within the

.1nst1tut1on, an orjentat10n~manua1 to UIS for non. UIS personne], wide dis- .
_ tr1but1on of the Un1:ersft}.organ1zat1gha1 chart; etc.
PART 6 ‘
THE. DATA BASE ADHINISTRATOR CONCEPT: DEFINITION AND SCOPE
The Data Base Adm1n1strator (DBA/OBH-Manager) and var1ous views ‘and

10

roles of the position were descr1bed in an art1c]e in the May, 1977 issue

of . DATAMATION ent1t1ed “The Many Faces of the DBA." The cons1stent theme
of the art1c1e is there's no consistency in the position, e1theF frgm the

, standpo1nt of qualifications, of~salary, of place in the hierarchy:

emp]oyer expectat1ons. Thatts consistent with séveral itions we

s

nfcould name. %w: T -
. ; , S~ -
If there s a s1ngle knot hat\ties the. 1nd1v1dua1s 1n the data users
f

commun1ty to the information they require for effect1ve 0perat1ons, 1t S

-
4

-10- '
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'probably_tﬁe.DBA. }he,DBAgis t? corporaté:détélahd'infprmatiOn.wﬁat the
Director of PgrsonneJlié to tﬁe gmp]oyer/emp]oyé;.réfat{ons;ip in_an‘é
orgahizationi Hg 6r she must have an understanding of‘thé.brganiiatiOn'sl
goals, of the -information needs associated with e}éh Of,fﬁe'sqmetimes~diVErse
units compr{sipq~the orggnization;.of tﬁenléQei'Bf sbphjsticétion the users -
| u&?]] brinixto an EDP-ménaged‘ehvfronmenf, 5pd.mu$t bav? a suffigient dgpth

of knowledge of the 1imitatidns and c%gdbi]ities of the specific data pro-
cgssing résources prévi@éd by the instif@%ionffo work with’systems,progr;mmers
in deve]opmgm&@pf‘a rga?istic systems des%gn in the context of these'para-‘ ¢
 meters. The.analog} ﬁith a Director of Rgrsonne] }ésts on the‘assumption
that the Difectpf\ggstAhave-a similar knbw1edge of the'persqnnel néeds in
an'orgénization,;be ab]e'tbl%ystematically quantify and keep_reéordé ac-

\ .

cordingly, and kpéw where% héw, and whatﬁtﬁme frames are necessary to meét .

these needs. | “ ‘ |
" As we berceive it, the human characteristi¢s one 160ks for in filling a

DBA position {nclude not bn]y an}ﬁntiﬁa!e general knowledge of ins itutigné ,

of higher.education from a'bggad philosophical to a nuts-andrbolts peRrg

spective, but also these:

L * 1. Administrative--We associate these with common sense.planning
“which includes future growth, policy needs, and resources,

( ~ planning for an organization with adequate (not surplus, not

deficit) human, fiscal, and physical resources; ‘ oo

. 2. Technical--A grasp of the state-of-the-art picture in both the
changing technological environment and in terms of where
colleges and universities might be five years from ncw. This
means changes precipitated by state and federal government
requirements, changing curriculum and student populations,
changing emphasis on data as an institutional resource, etc.;

-~ 3 Managerial--Speaks to one's ability to assess aaturatély what
one has to work with and optimizing the utilization of those’
resources to meet today's meeds. Good-procedures and trainin

programs accompany a good dnager; and -

oL . ~N-
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. Atti;gd1na1--we don't suppose there are more than a dozen,, U H

. s in colleges and universities across the United States ¥
"{_-w1th as much as ten years experience in their pésition. How /

dqes the DBA view himself/herself and how are they viewed . . /

by their -employer? In thé absence of a-cTearly defined and o

,mg %ually acceptable role in the profession, how many quality
As will we have, ten years from now? Business -more~and
~more views Data Base Administration as a profession, but,
.given the high-powered language we use to define a profes- ’
sional, we ‘doubt that more than 5-1 rcent-of the 3,000
plus co]]eges and universities in the Ukited States have
a profess1ona1 DBA. You in ‘this room will. havea signifi- .
. cant 1mpact on answers related to "these questions between
* - now and, say, 1980, and our attitudes. and Self-1mage will
reflect yoyr ansvers. . . - AN

“  “We have a handout (Attachment F) out11n1ng the genera11zed JOb de-
scr1pt1on—employed by Pepperdine Un1vers1ty for 1ts two DBAs. 0ne DBA for
the Integrated: Student Information System, and one for the Integrated Bus1-
'ness Information System. If. these two DBAs do a workman11ke JOb in data -

.base deve]opment, likely a §1ngle DBA, work1ng with two\managers (at a .d’//
. cons1derab1e lower level) is all that will be requ1red % get our Job do/e/
,on a maintenance basis. . T : | W,

. wh11e ‘most of what we've said about the' DBA has been gained fnr /d1rect
. edperience over the past 15- 18 months at Pepperd1ne Un1vers1ty,vsomglof it

l

' was learned by us ‘too 1ateﬁto put into opt1ma1 practice. . //
- PART? ./
_ (ADVISORY'- COMMITTEES: THE INPUT FRAMEWORK '
Under ‘the leadership df the DBA and with 1nput from all chief adm1n-
jstrative off1cers of the Un1ver51ty, tota] user: off1ce representat1on was
sought at the initiation of~data base planning and des1gn. Some 18 dif-
ferent offices have nepyesentatives on our Student Systems Advisory Com;
mi ttee, and- approx1mate1y ﬂhe same number sit on the Bus1ness Systems

Advisory Comm1ttee. We cons1der the benef1ts der1ved from the Committee$

“12- - o
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/" : ' |
? of 1nestimab1e value to the success of our systems deve]opment for the

i B =

f fbllow g reasons:

"l. Thex.established a spirit of “commun1ty" effort and input
- leading to’a sense of "ourness" about the system. wh1ch was
,developed : ‘ | oy

\ .I

2. "§$stems overs1ghts were caught prior to be1ng forma]]y
1ncorporated in the design;
' —
3. .1t was easy tp identify and develop "worst case" examp]es
" in the-desigﬁfang_test1ng of systems flexibility;

;‘!: Since our programs are systems tables. mon1tored, adequate = \
field s1zg§ vere estab11shed in the tables on the first

K * ° pass; and

.

5. There has been almost no negative Kick-back in the form .
: "our office didn't know/wasn t informed 1?/{1me to .

fully assesg\fur needs.' e » '

A coup1e of additional insights accompan1ed this participatory-de- "'

\\Ve10pment plan.. F1rst th1ngs went a hundred times better when we: (the ’
DBAs) came to the Comm1ttee w1th a spec1f1c proposaJ for each segment of

’:;hﬁ system; It isimuch more efficient to change a proposa] than to try

to devefdop one in a comm1ttee env1ronment We tried to have each pro- )
posal and’a meetlng agenda in the hands of the Student Systems Comm1tte£

_ members at least ten days prior{to meetings. In this manner, each member
could rewiew with-and solicit input from those (s)he represented. Also,
each meeting was followed by minutes, kept and d1str1buted by the chair-

persoé. Meet1ngs were held every three-to-six weeks dur1ng the system

design. A second 1mportant advantage was ga1ned when it was t}me to

3 rt user tra1n1ng prograns, which is covered in more deta1] 1ater

Hav1u€\1nd1v1duals in the tra1n1ng sessions who already had a good over-

view of the system we were 1nsta111ng (from hav1ng had Advisory Committee

experience) permitted a much mere effective user training series than we

A

-13-



b . .
| could otherw1se have expectod.v Th1rd1y, we 1ntr0duced A, system that .
a]ready had a fa1r1y broad base of support .on the day of start-up. _

“In summary, the Adv1sory Comm1ttees prov1de va]uab]e early 1nput for

4

‘ systems des1gn and rev1ew and JUSt as 1moortant1y, provide effect1ve . e

gchanne1s for commun1cat1on in an area where the 1mportance of comnun1cat1on
| R

*.

is 1nd1spens1b1e and too often overlooked.

“PART 8

'IhPLENENTAflbﬂyTASK GROUPS' A MIDDLE HANAthEN ROLE
Severa1 weeks fo]]ow1ng the urap up of our data e]ement distionary
def1n1t1ons, systems tab]es jdentification, and proqran spe 'v1cat1ons, it /
}becane obvious™ there was no orchestrated effort to- get user\‘n1t1ated tasks.
of f the ground. Everybody seemed to be. work#ng hard but we did not appear '
to be mak1ng any systmat1c progress towards ‘day one of 1mp1ementat1on.
The fo]]ow1ng events and descriptions app]y on]y to the student system
segment of our systems development, a]though it 11ke1y will be the case
~ for the business system (if we haven't made it c]ear these systems are
1ntegrated and accessed us1ng common retr1eva1 softwarex
It was the c1rcumstances Jjust descr1bed that. led to the formatioh of
~the student system Imp]ementat1on Task Force. Itf1s composed of the Dean
. of Student Records, our two reg1strars, our two - ass1stant reg1strars for
data management, and the Manager of Student Records Systems from University
Informat1oh Services.. ' For some four months we met forma][y once a week
fo]]ow1ng up and following through with mutually’ agreed upon tasks and
; priorities. Beg1nn1ng with the system start-up and ‘the open1ng of the

Fall Term, these meetings have been reduced to tw1ce monthly. Here, in 1

general terms is how our time was spent.
. [ 4

-14-
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In1t1a11y, the meet1ngs ‘were devoted to qumulat1ng stratiLy: what
to do first and how, what followed, éﬂx\, on. through to the final tasks
jGant charts vere constru ed for each” segment or 'module of the software
Our f1rst stage deve]opment p]an ca]]ed for two transact1on ed1t1ng modules ;

a Transact1ona1 Input Hodu]e, for nacro scree?1ng, and’ System Tab1es, used

_ wherever poss1b?e, as approprlate. The action f11e%‘and/or n ograms de-
f,f1ned for ear]y use were.”’Gourse Cata]og, Course §ch u]e, ropVAdd,' '
N e i -
' (wh1ch handles a]] our reg1strat1ons), Student 81111qg§@0ata‘8ase Grades i

3.

‘?*Report1ng, and Report1ng/Retnmeva1 10 these we are presen 1y addLng

modu]es to manage our. adm1ss1ons/maﬁket1ng programs, flnanc a] a1ds,

., institutional researoh, and alumni/development.. In genera], the p]an we

. »

. v . I~y . N .
~ developed for user activities can be applied to any of these ( and perhaps

to-most other modules.) The activities engaged'in consist of five broad

.-categor1es | - S ' B . '\
_ 1. Input Form des1gn and Product1on Act1v1t1es '
. Table Definition and Construct1on Act1v1t1es

2
3. Product1on-re1ated (through to report retent1on) Kttivities;

-

4. File Convers1on(s),-where app]1cab]gﬁ»and
5

5. Testing (which includes procedures and retr1eva1 réauest devel-
, opment). . . 4 5 ‘

(see Attachment ‘G).

S1nce the programs mentioned were brought up as a work1ng system, the

frd i
. \‘-

Imp]ementat1on Task Force has met tw1ce month]y to ref1ne procedures, to

' 'evaluate our own and other users sat1sfact1ons, and to be in to 1dent1fy and
pr1or1t1ze needed refinements. These sess1pns aren't nea ly as frant1c or

J o cAa g

product1ve as our ear11er meetings bugﬁﬁg jfee], are Just as des1rab1e in 4

» A<
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. thé?oyera11‘§cheme of things. - - | . N
R . N . -!. .. .
PART 9 . R

" "IHE PROCEDURES COMMITTEE:
PERFORHERS REVIEWERS, CONSULTANTS AHD, APPROVERS

/;/_ Nhen we ta]k about a system, -new or otherw1se, we’ are aware that a
:1arge number o; deve]oped and. accepted procedures are necessary to make
,the system successfu] W1th this. 1n m1nd we 1dent1f1ed the funct1ons we -

: ant1C1pated the nucleus of the student system wou]d serve, then, uS1ng key
personnel from the Student System Adv1Sory Comm1ttee, e began 1tem121ng
'the needed‘prdcedures S1mu1taneous1y, the concept and. const1tut1on of a.
Procedurqs Comm1ttee was 'out1ined and a charge written. The listing of
“needed procedures collected from,par'users was organized around the as-
| SOC1ated software e]ements and put 1nto a sort of matr1x (see samp]e Ppage
.Attachment H), w1th 1nd1v1dua1s and/or off1ces c mpr1s1ng the co]umns and -

the procedure nam1ng the rows It was dec1ded that each procedure to be

"wr1tten wou]d requ1re four types of input: { S "b -
h].'lPerformance (wr1t1ng)y L - | ,‘é\\
2. comsilting, ' Q‘ég.‘
3. Rev1ew1hg, and . §“w~q‘ . ~ -
R 4. dpproval. ‘ . ._ . ® o

* 1

. . Counting up the needed procedures'fdentified with .the nine student !

;~
systems modules descr1bed ear11er (under Part 8, Implementation Task

Groups), ‘we found there were. more than 100 Th1s effort, started about~

LiX
. PR

Apri] 12]7, reached €¥m11estone in late summer--a draft of each needed

ts have been wr1tten wrth 1nput from designated

procegdy Y These dr

Bhts , | rev1ewed with major users 1mPaCted and approved by the .

.,-.‘146-; "‘ )




abprop;izfe jﬁdivi@yé]"of office.. Using our expefiences throUgH the
first full chie oéigqﬁﬁiné student systéms,';he proﬁeﬁureslwiil be
(indfed, are now being) refined and polished. Sore side benefits from
thing this Cbmmittéé with its charge aré?*.. : : )

~ j.- A‘much_beftpr educétgd;ahd mongjaware user commun%ty;

. L : Ve L ‘
2. A broader sensitivity on the part of users as to ‘the over--.
1app129 pnd'interrelated_nafhré of procedurés; and : '\\
© . 3. .User/Committee inttiated inUt as to policy areas not
.© '+ . adequately defined/enforced. MWe feel this latteo char-"T"
" acteristic iswétrpngly indicat®ve of the type of system
.user” group that will'maximally serve our student and e
University . publics and also indicative of a transition.
from a group of systems-naive individuals to one of

" educated systems users. le believe this has been a )
., .. major step in the right directian. o :
o . pART10
/\.v" ‘e . ‘ .\.

TRAINING: -APPROACH TO" TRE: REAL PAYOFF

A

Despite .the fact we thought our aﬁbroadh'tg;fﬂgger.;rajning program'<*
. . R : - ) . ' ] '{’1: :'. o .
was sufficiently well thought Qgi and that, oversights would be non-. .
-existent, hindsight ha§*kgmewhat modifiéh that view. . Starting with what
vﬁefasgﬁﬁlly did, we will comé back to a couple of areas we probably coyld
- have better managed. _;'W_k?‘_ N |
o . S ) X - e
Eight considerations-or stances were used ‘as the training model
design. : i , - ". B # ""'“ :
'1. Identification of Target Population®eStarting with a ngiing of -
: _‘every administrative and academic office, ve went module-by- .
/,5 -y Module through the student system software ;. recording for each

o

module the offices that would impact or be impacted by the . ,
teferenced data flow. The chief administrator in each of these.

. offices was asked to name a representatiye (more than one in ..
some cases) who would be available for tRe tratning series. 3

2. Calendar--We scheduled an every VWednesddy morning, 8:30-- =
 72:00 noon, training session that spanned about three calendar
~mbnths. This calendar was circulated-well in advance to every

. identified participant with each session the recipient was.

-17- | | S
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3,

'Seguence--The schedul

"‘1nd1v1duals L D

.much conse
had it been rout1ne1y the case.

f’,Homework--For every éour spent in the formal' training env1ronment,

expected to attend. h1gh ghted ’ "A} - -4“ 2

of presentat1ons began w1th the f1rst
module in the studept system nrogram stream, in—eur case the
Transaction. Inpu odule, then went- to Systems Tables, to ..-
Catalog, Schedu]e etc., through Grade Report1ng and f1na11y ~

- Retrieval.

: y)
/ . . L s

Group S1ze~-In1t1a11y we thought we could hold the groups to .

between 12-]8 members--much to our d1smay some of-the sessions, .
especially /the genera] 1ntroductory sessions had up- to 40

A

\
.- Leader. Cons1stencx--Ue dec1ded ear]y on, aﬁﬁ 1ater were g]ad
. we had, to use the same individual for. the training leadership

role (teacher) throughout the training program. This mirdimized

- the time loss we would have encountered due to user readjust-

ment to teaching style and also eliminated con%1nu1ty gaps
we might have exper1enced using several 1eader$.~~ -

Resource Availabilit --Every effort was ﬁdde tq-insure the
user mqnuals, .input forms, program testing-materials, and of
course software, were all on hand at the time. vie introduced

each new module. - .In the.case or two when th1s was not

.poss1b1e time wast1ng was prevalent and morale damaged.

Fortunately, the®e were exceptions to the rule and not of .
K»ence overall, but this would have been cr1pp11ng

. l
-

:¥-Format--We used vhat m1ght be ca]]ed a general 1nformat1on

session (GIS) to intreduce each new student systems module.
Every office identified as a user was ‘invited to be represented
for these overview presentations. These were followed by two
or three detailed information sessions (DIS) wherein-user
training was provided in a learn-by- do1ng/us1ng environment.

We strongly endorse this approach to the practical aspects

,of training which, incidentally, also served as early stage

test1ng of the software (since’ we exerc1sed the live data)

-

at least an equal amount of time was required between sessions.

: ,Documentat1on was read, test data collected, and questions ‘sub-

’ ~ mitted prior ‘to_the ses§1on in which the materials were for--

mally covered. "This" requ1red a considerable time commitment
from each participant} but we ‘think would have consumed even
more time Rad we attempted to do everythipg in a group meeting.

~ Not doing hdmework was considered the worst sin the users

commi tteg, l o

~ -
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i PART n .
EVALUATION AND CONCLUSIONS HOW ARE'NE DONG7 .
This segment of*nur presentat1on gets at the meat of the conference
ltheme" Are expectat1ons equal .to rea11ty7 In }ook1ng for answers.to
the question, we must confess at.-once to the sub3ect1v1ty of the assess-. .
' ment.- The f1n1shed products do refTect those character1st1cs 1n1t1a11y
spec1f1ed, and that is the beg1nn1ng and end of an bgectmve assessment
"ﬂ/ny woqu say, and perhaps Just1f1ab1y S0, there is nothing else to
examine. Th1s of course assumes the absence of human frailities and ('
persgﬁaTTties as ueTT as a fréezing of the clock. At this time the re-
portsgproduced haYeAbeen in the hands of users too short a period |
‘,(three'months) to aTTow for a comprehensive assessment: Data which’the A
users are: accustomed to rece1v1ng are still prov1ded but now are subJect
40 new man1pu1at1ve capabilities. There are scattered comp1a1nts from the
_fépcondary user COmmunity regarding added data coTTect1on and aud1t1ng .
i requ1rements, such Comments as "I spend more hours working for. the |
&Adm1sswons 0ff1ce/Reg1strar than for my. own off1ce" are not unconmon
(or unexpected) -
| If we judge the training efforts accordintho-the success of users
in exerc1s1ng the system, then with one or two except1ons, th1s area would
' get h1gh marks--about e1ght on a scale of ten, obJect1ve1y.

' There are offices and individuals in our University exper1eoc1ng
.-some d1sappo1ntment because they unrea11st1ca11y expected more for Tess:
’and_fn those . cases expectat1ons are not equal to the achggyed reality.

We beljeve this reality gap is in direct proportion to the level of

understanding and‘sophisttcatjon of those'offices and individuals, and

. : -19-



f do havq, re]at1ve to tollege and un1vers1ty systems spec1f1ca11y, and
| to mach1ne records keep1ng capab111t1es generally., L
we thought we Spec1f1gg a student 1nformatwon system that wou]d
_a]]ow us to eff1c1ent1y and ef%ect1ve1y create and manage student
records 1nformat1on' at th1s po1nt there does not appear to be any

reason to th1nk the system w111 not do Just that L

~20-.
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° “ATTACHMENT ol

‘ /,. L : )
g '-‘;-,, (SYSTEMS SEMINAR - %
A MODEL FOR 'TNCREASED PARTICIPANT consc10ususss
- IN A PLANNED ORGANIZATIONAL CHANGE

STAGE' : RECOGNIZING THE PROBLEH

The first. stage has to do with turn1ng "fee11ngs ‘of 1ncoherence" into .
“statements ‘of discrepancies." Two -questions which typify this are: .
*In what ways.could this feeling be a clue that the system expects some- -
- thing from me that doesn't seem natural or consistent with my self-
interests? In what ways could this feeling be. a clue that something ~
which. seems.natural enough to'me is cons1dered 1nappropr1ate or 1nadequate

by the system?" - , | - o
STAGE 2 UNDERSTANDING OURSELVES AND THE SYSTEM: '

,Stage two 1nputs are ‘the lists of d1screpanc1es der1ved in stage one. ,

_"We are to use our jnductive thought processes and-to approach the lists-

‘as symptoms rather than-the basic i11s and then determ1ne what ailment
these symptoms might signal--explaining: why we have a différence with the
- system.' "If this d1screpancy were a symptom of a more basic conflict, . ~_
“what, would that conflict be?. lWhat combination’ .of human qualities and . '
| organ1vat102 attributes could have produced conf]1cts such as.the ones we °
‘] . . . -

have 1dent1 ed?"

STAGE 3: UNDERSTANDING OU&iRELATIONSHIP WITH THE SYSTEM

~

E Stage three 1nputs are the. systems 1ns1ghts and the needs and 1nterests

. of group members. _In this stage, we wish to-explicate the assumptions on

-~ which our interactions with the system are based and examine how they were -

. .formed: -(1) goals we held for our interactions with the system and the

; means _we use for ach1ev1ng them, (2) assumpt1ons about the system: its
purpose, “values, roles in sqciety, and its way of v1ew1ng us,~(3) the 3
way we and the system influence one another. .Each person s assumptions -
"are recorded and also an attempt to identify the origin of the assumpt1on

) The group needs to lend support that cha]]enges ex1st1ng prem1ses, be11efs,—r

- and id1osyncrat1c assumpt1ons _ , ,

.‘*_

%gAGE . FORMULATING ALTERNATIVES

The fourth stﬁge is de51gned to. formulate a]ternat1ves that w111 1mprove

© our relationship to the system. This is done by examining the recorded’

- assumptions which linkjus to the system versus what we have learned and -
recorded about our needs, interests, and jdeals. Two types of alternatives,

.. which may be. formulated: (1) those which improve the_way the system works
‘and (2) those which change our re]atlonshlp to 1t. These are. recorded

and 1nput 1nto the next stage. . - - - B
- -5_1; - '_'_‘Page 1 of 2 | L R

)
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ATTACHMENT C

STAGE 5: AFFECTIVG THE LIVES10F OTHERS ) _.  “ :' T

-The last stage beg1ns with the Tists of a]ternat1ves hav1ng to do w1th
personal changes and systems changes. System changes involve affecting
the lives of others; thus there is a need to formulate strategies for

the implementation of alternatives. It involves approaching peop]e out-
side of the group who in all likelihood hold very different views. It is

best to go to such individuals with a “"Statespersonlike" approach, i.e. ,f'”“'ﬁ

- explore how the system can be improved rather than advocat1ng speC1f1c ,*Jﬁ$
1mprovements. _— _ - 3 - )

u
]

-

- . Page 2 of 2 : o




ATTACHMENT D - =~ - . =

| SYSTEMS SEMINAR
‘. End-of-lMeeting Eva]uat1on

| | Date: _
5,1.; Were y&uuihterested in . Very Quite Some,'but “Very
N th1s meet1ng? ' S -much____a bit___not much ____Tlittle
2. Did you feel that the group Very - Qu1te’ Some, but Very
' ‘ was 1nterested.1n the meeting? much__ - a bit__ . not much ___._little
., 3. Did you learn any new facts Yes,' Quite . Some, but  Very few,
. -or get any new ideas? L many___a few not very  if any
’ _ o ~ many
4. 'Did you change any of your
- previous opinions as a - Yes, Quite Some but, Very few,
~ result of this meeting? - many____a few__ not much 7 ____if any_
- 5. Here:your previodsropin- o . , '
-~ jons confirmed or _ Very - Quite Some, but Very
strengthened7 : - much___a bit__ not much/,' little_
_ 6. Did you think the group | 'It cer—;lt pro- 1 doUbt It
accomplished anything as tainly bably if it | did ..
a result of this meeting? did __ did ___did = - __not .
7. Mas there enough prepara- gg;ﬁ 3;; that §h°ﬁ1d have_ gggz]guggve
" tion for the meeting? . | ee ‘ -
: s needed needed __ more ___more
. 8. Was there enough onpar- - . A1l that Should have Should pave
- tunity forsdiscussion? - Too was -been been much
: ) ' ©omuch_ ) needed more ____more
9. Would the .meeting have ) -
been better if some parts Certain- Probably Maybe Definitely ,;
had been left out? 1y not » _ s
10. Did you find the social = ‘" e L
- atriosphere of the meeting - Excel- Quite All -+ Definitely
- congenial and enjoyable? . lent__  good right - not
, - —
1. P]ease give your eva]uatlon -
: (specif1c comments are ap- Excel- Quite- - .Fair Poor

A1 cme— .

preciated) of the perform- lent good , i ‘

ance of the Facilitator.

12. Do you have suggest1ons {about techn1ques ‘materials, etc.) for 1mprov1ng
f future meet1ngs? (Use other s1de of page if necessary. )

.l. ' L

-

(you need not sign your name)
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ANECDOTAL OBSERVATIONS ON MEETING PRODUCTIVITY

A Oﬁmuﬂm
."’_How far did ve get?

\

To what extent did we undegstand‘what
we are.trying to do?

mwMtuMMWMWemﬁmthw
We are trying to do it?

To what extent were we stym:ed by 1ack

of 1nformat1on7

B MﬁwﬁmamUmw

2 30 L °bed

4,
- ~ ordinate individual interests to the

1.

9,

3.

, what we are trying to do?

Mas interest maintained or did it
lag? -

To%%eﬂmtddﬁewwpﬂﬂ
united by a common purpose?

To what extent were we able to sube

common goal? -

Were all of us equally interested in |

C.. Atmoépﬁere

Was the general .atmosphere of the group:

1
2

3.

4

Informal or formai?
Permissive or fnhibited?
Cooperative or competitive?
Friendly or hostile?

3 INTWHOVIAVY

B



_ nmmmmwmm

i

‘&;Ziiéﬁé@@@ﬁiifObﬁérQat1ons on Neetng Productivity {Cont.)

.

v

" 5. Were contributions on the bean or off

T2 30 z abed

ﬁtammmﬂ

3}L'Did contrwbut1ons 1nd1cate that those
~ yho made them were listening carefully
o what others in the group had to say?

« 4, Were contributions factual and problem- - |-

centered or were the contributors un-
- able to rise above their preconceived

notions and emotionally-held points of
\ view? |

LY

¢
. .
[
.

‘,1.“Nas participation genera1 or 1ops1déd?

E./Confributiohs of Special Members of the Group

& The recorder? ?
R memwwwpwwm?
4, TM%1nMMrwmw1mMﬂ

!

.1.waﬂlﬁdWethqutmgmw?'

3 IN3IWHOVLILY L



ATTACHMENT F ' -

" RESPONSIBILITY STATEMENT
for ' ' C ' . -~
- Data Base Administrators .

Under the direct guidance of the appropriate vice president (i.e., the
Vice President for Academic Affairs regarding Admissions, Financial Aid,
Student Academic Data, and Faculty Data; the Vice President for Financial
Affairs regarding Financial Records and Budget Data; the Vice President
for. Administrative Affairs regarding Personnel, Position Control and
Purchasing; and the Vice Presidenf for University Affairs regarding Alumni
and-Development Records) .d data base administrator is expecteg to: .
5 . o - . . ’
1. Participate directly in all related data file development/
jeonstruction beginning with records management philosophy
: #and continuing throughrdefinition of necessary data elements
~ . and files formats; . . . , |
2. Oversee ‘and manage the constrifction of necessary input/
-~ output forms and reports inc ing .approval(s) of all such
. documents and any changes reQuested jn their content or format;

3. Assume responsibility for the integrity of and ultimate approval/
~ denial of non-routine access to the data files for such purposes -
‘zuas-special reports, research activities, etc.; -

""-”?,i. Coordinate with deans, directors, and department chairpersons

e *pftware design, data element definition, training and program

v - T testing activities, and data file_changes and maintenance. -

.-+ These responsibilities should further insure information in-

¥ e

- tegrity and adequacy;

v 5. As a function-of maintaining the Data Base's integrity, jt will
be the responsibility of the Data Base Administrator t0:§nsure
- that ‘appropriate procedures arg documentéd within the guidelines
.specified by the University Procedures Committee; and

6. Insure that state-of-the-art data management practices are employed
to the extent University physical, fiscal, and human resources '
permit. - o o v

" Because data from various University offices and areas is likely to become a
part of any data base, the scope-of the administrator's responsibility is
determined primarily by that of the vice president to whom the administrator
reports rather than by the,specific office in which he or she is housed.

The -Data Base Administrator will, by position definition, be the Chairperson
of the Systems Advisory Committee assigned the regponsibility for input to
the appropriate data area(s). The Chairperson will routinely convene this
Cgqnmittee on a monthly basis, be responsive.to the suggestions solicited
from the Committee, and advise the Executive Director of University Infor-.
mation ‘Services of Committee recommendations. .




ATTACHMENT G

USER MODULE. CHECKLIST .

p " TABLES

BEG

END|
DT.

RESPON. PERSON |

~ INPUT FORM DESIGN . - -

. A. Ildentify module data elements to be
maintained and determine all input
forms required for the module.

B.;-Fcf gach input form...

1. Specify data elements to be
included on the form -
2. Initial design. -
-3. Distribute initial draft for
. .review
v 4, Make mod1f1cat1ons
5. .4 Hrite procedures for:
a. como]et1ng the form : .
" b. processing the form .
6. Distribute final draft and pro-
cedures ,for approval (thls in-
.cludes computer operations .
) approval) - ' ' ]
7. Art work ‘for approved forms ~
8. -Distribute proof for approval
“and usage estimates
8. Send 'to printer

10. Printiqg : | I
; o, o : __/ ,. " P |
TABLE DEFINITIOH g
A. Determine tables required for module J
B. For each table... . S

1. Determine USE/FORHAT
2. Collect/Code Table
3. Review Qutnut/Yrite ma1ntenance'
4prochure (including forms if

- ""required) R
4.- ‘Make corrections I
5.  Publicize table/maintenance
~ procedures as rgquired :

DT.

—

N

Q.prage 10f 3

B

U x'f%§¢7”




;‘~\~$; ~ ATTACHMENT G
S /‘ USER MODULE CHECKLIST

TABLES

-PRODUCTION

A

Determtne funct1ona1 respons1b111t1es

: B. ‘stabhsh adm1mstrat1ve calendar

Initial module build
2. Continued maintenance

C» Establish production schedule including
-~ standard parameter options _
D. Establish data entry deadlines
E. Estab]ish ‘standard distribution
F.. Establish report f111ng/retent10n
: procedures
CONVERSION - y
{3 Review conversion specifiéations =~ o
B. Establish. conversion run schedule '
C. Review conversion tests
"D. Develop procedures to hand]e rejects
E. Develop procedure for collecting

~ 1S1S data elements which .are not

available on current system
Accept conversion specs/tests

page 2 of 3

A

]

[ BEG
DT,

END
DT.

PERSON

RESPON.

j e

18




R . ATTACHMENT 6 SR /

o . " USER MODULE CHECKLIST ' —
| " TABLES - /

BEG END' RESPON /PERSON

) | Dr. | OT. /
TE]’ING@,' S ]
',A. Réview documentation S _' _ a /
B. Deveﬁ%p testing objectives - L o

. TIM edit features
Table lookups
Error messages
System generated datg _
Output reports ) : _
. a. Fields print correct]y N v/
. b. Selection ‘ | SR B
c. Sequence ' : ;-
d. Format
e. Computations

C. Code test transactions D)
D. Review tests o d
'E. Analyze reports/processes ' =

NP LN =
L]

g iRt

P
FOV-IE SRS

- 1. Processes : .
a. Develop general overview - S
b. Compare existing vs. new - S

2. .For each report
a. Determine USE (espec1a1]y
viewed as a replacement
_____________nfgan_ex1511nv report or .
a new tool)
" b. Write procedure for use
"~ as appropriate
c. MHrite retreival requests-
as appropr1ate ’ '

§

Ldmee L.

B

: pagé‘3 of 3
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roject No N 10 0
'OJect‘ hrnde Reporting

::_‘P’=PE:I"""(‘|"'\..:‘.‘-;‘i : :‘i"“;RnReview |
(=lonsult

.+ A=Approve

EXacutiﬁé-Viéé President

PLANNED

TASK ® | Start

End

POSITION
AR N

RESPONSIBLE| -

1

- Vice .President—Academic Affai

' Controller

~ Dean of Student Retords.

_ sBM -

Seavex

- sPs - .

Law

'Financialféid

'“idqissiodsf

- Credits Committeces.

Legal Counsel - -

FITRar

UIS.

TESCRIPTION

\ | Grade Réporting

Asst, Reg.

| Grade Reportihg/Posting

irade Change

ns:ﬁlaf- M Grédﬂs‘

"

T A5

Late Grhdeé

' L‘.\ F | t‘ e "

L5 1™ Grades on-other than official form

u-”f’qﬁ.;“

6 | Chanping o letter.grade to "CR"

‘ Chairman,

Credits Com

‘ §¢ho}ﬁstic Probatio% ;i
N . )

4 | Hemoval from Proh&t&on

Academic Suspension: lst/2nd Time

N . J




