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k/lcrooompuun_con («ully improve the .
. gfficiancy of dste manegement, dets onoly.lc, ons
‘sommunications in the school office. .
mplementetion,, howaver, should be carsfully - - \
pisnned Iin & vence, with attention to reletive. cost
for penefite obteined, spprapristensss of softwers
ond/herdwere to tesks required, snd potential
‘0ecUFity rlake. : :
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.psrform? , _
As John Lindelow 'huoburvoq.. "esking whet

)

omputers are good for In educationsl management ‘le
Kkin to ssking whet administretors do with thelr

WHst odminlltut’lvo functions can mwuurl c

- [times®  Thet |s, mictocomputers have'the potentlel

to help you, the school edministretor, cecry out
virtuelly ell of your primary duties of maneaging
personnsl,, money, pr
esesssing, manlpuleting, updeting, or d
- information cen be mads essler with ¢ _

mic¢ uter. Hence, computeriaing, operetions le

likely to be worth. the investment when (1) massive

uqnlmtlng )

smounts' of .deta ere to be processed, (2) processing . -

i Righly repetitive, end/or (3) speed of
processing le of -great importance. -
The edministrative uses of microcomputers’ fall

\

B Into four' broed estagoriesi dsta menagement, dets

enelysls, word-processing, -end communicetions. A
brief sample of the schopl records that éan be

stored end manipuleted by microcomputers: Includes
student recofds, personnel records, inventories of

- 'school equlprhe..s. f...:nclrl regords, end speclel

menagement reuurs« (8uc. . transportstion, food

service, anergy mensgenw: . ‘ard egorte program

" manegement). o R

esided storing large quantities of

information for-essy scoess, microcompiters can

' aleo be 8 potent tool In shelyzing dete. The
electronic spreadsheet, for exemple, shows. .
Instently the overéll ramificstions of eny :
eltergtion In e school budget ‘or other quentifiable -
dets, such.se enroliment projections, time .
schedules, or test eversges. Other evelleble . .
softwere permits the user to transiste rew dsts

. Into ber grephs, ple graphs, end tebles, or to :
perform complex caloulstions In a fraction of the . °
time otherwise required, - . . S '

Word processing is seslly the most

. far-resching Innovation in.wrltten communicetion

" slnce the typewtiter or.the-printing press.
Currently evelleble word processing progrems ersbie
. administretors to composs, eddress, revise,
eofrect, combine, rearrenge, or delete’ written copy
before It ever resches peper, end then to'print .
multiple letter-perfect coples In e wide verlety of
formats--preaddressed iend personelized, |f
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1

reme, end physicel resources. |
| Indeed, enything thet involves goshorlnf.

* Whet steps should 1 teke to

. -cott-affective.

pnsition or polity.

. Communicetione--the linkege of microcomputers
with ohe enother or with s mainframe .o
computer--include such -applications. es sle¢tranic
mail (replacing the burden of Interoffice -
correspondsnce). and atcess to blbliogrephic
detebeses (ERIC is en exdmple) snd Information
utllities such es The Source. Through the use of e

" "modem, edministretors cen thus trensform their

micros Into terminels for sending or receiving
Information, vie telephone lines, to end from
enother computer snywhere In the distrlct--or *
Indeed, in the world. An advenced form of '
' go?wm';nleotlom le ths locel sres network (described

slow), - P

)
- .

computerize iny
school office? '

Beceuse of the ragld progress In microcomputer °
- technology, @ wsll-conceived plen In designing end
Iimpiementing e computer system is essentiel. There
.are three beslc etepui (1) decide whet functions
should be sutomsted end In what order of priority,
(2) identify softwere that best sutometes these
functions, snd’'(3) identify hardware thet runs the
selected softwere. . C " C
. In developing e priority list of teske to be’
uterized, you should conduct e qost-benefit
enelyeje for each function'considered, making sure
in esch cese thet & uter-besed solution ls most
Cerefully outline user : B
‘Fequiremante for each teek,, with Input from ell
‘potentisl users. Develop a timeline based on
priorities, and sesign specific responsibliities to
steff members for implementation. :
-Lindelow suggests that word prodessing Is o
. Qbod place to stert jn computerizing school
.opsrations, since word processing progrems sre ‘
normally easy to use end tharefore qulckly ‘dispsl
“"computer phobla,* From there, the next step ls to
explore électronic spreadshests end other -
. quentjtative anelysis programs, b .fore making final

f

- declslons sbout s data mensgement system,

~How do 1 salect software and hardware?
| .

nessesary. Verdatile grephice progreme offer the - .

_ same flexibllity with enything thet cen be dréwn In
blask and. whité or In colof. - .

“

" applicsblilty le likel
- coat-offective, flul“o

. In reviewing software, the most Importent

. prerequisite |s to. be well Informed of the renge of -
optiortd for ssch tesk. - Software of general

at ""tp“ bq,mr. . '
A »_ond avellable then '
softwere designed specifically for functions ‘of
eduocationel sdminietration. Conelder such fectors
e avallabliity of support from supplier (Including
ueer tralning end followup advice, refundebility,
end @ dlscount on. muitiple coples), e belsnce
between. flexibliity and eate of use, and
-oompatibiiity with- other eoftware. With regerd tc .
the letter, the (BM-competible M8-DOS miorecomputer

' eperaling eystem hes recently emerged as the
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~ industry standard for administretive use In ‘both
the public.end privata sector. . '
THe current trand In computerized - N
edministration s toward "integreted menagement"
eystams, which combine datebess management progems,
Spreadshedte, word.processing, graphice, end. -

' communicetion in e single ‘varsstiis progrem. One
step In thla direction-is "databese management
eysteme" (DBMS), which combine record kesping and
deta enaiyeis in one eystem. '

. Detarmination’of, hardwara 'shculd then be base
on the salected software. "Tha minimum . :
microcomputer conflguration for administretive
purposes should Include a standerd typawriter
keyboerd, an 80-cherscter wide scraen with e -

. diagonal mee:ure of at |esst 12 Inches, o '
132-column wide dot matrix or character-impact

printar, a 64K memory, snd two fioppy disk drivas.:

In consicering.the cost of tha ovaralil system,
include meintanence, softwars, and treining: elang
with initiel purchase cost. . o

Whet sheuld | know ebout. local area natworks? - -

. Alocal dree natwork (LAN) intarconnects .
computare snd their peripharale by wirea snd cebles
00 that Information cen be trensmitted et high
spesde ovar ‘limitad distences--betwean offices, . -
clrssrooms, or bulldings. "Unlike the modem, which
allows two computers to: communicete vis telaphone
linas, local ares networke cen tle togathar a'lerge
number of usera slmiulteneously. '

... Locel ares networke have been commerclally -
evalisble for only a short time. Current systems,
according to Phillp Plele; hava four major . o
limitations: (1) tha noed for network management,

(2) the shortage of technicel support.from retali
stores end natwork vendors, (3).the lack of

. multi-user detsbase menagement system software, and
(4) the lack of network veralons of populer
epplications software. . . : . :

.0V shase, tha latter three are. likely to .
Improve with time, but network managemont will be s
major challenge to the educational edminlattator.,

*Ae Piele hes cbesrved, "Someons hes to take
rasponsibliity for euch things e. instelling and
debugging the network, writing epecisl pregrams so

- ‘singla-usser spplicstions softwara will oparate

- -afficlently on.tha network,. weiting e natwork

" usere' guide, ‘end managing printer access and
output....Such a parson must have e combination of
problem-solving ekills, systeme-programming '
axpertise, and menagemant tralning or axperience.”

- In shert, you will need to teain or:hite o
network: menager--possibly .es e full-time
position--If you choosa to instell a 'ocel ares - .
network. At presant, the best recourse le to wait,
or to Inetell a emall low-cost prototypa network In

LAN technology.

order to galn hande-on experience with the emerging

]

What about sscurity?

f

. Computarization poses a-rengs of naw concerns
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. managemant systam becomes

~usare), tha greater the escurity..riske become ee

' to many diffarent usare (l.e. 'taschate, counsulors,
. and adminletrators) and. at the seme time restrict

Lindslow, John, M ters in the School | ot
i ‘Offices A Pr etorg. .
. ugene, Oregon: . ringhouse on S

for the secutrity of school rocérd..'npu:lully L

whoen @ local ared network: gives many ussre sccess

to the detebese. For this resson, s key criterion

in eveluating deta mensgement softwara le how much

end what kind of security -it provides. I deally,

programe should provide for. accessibility to

erte of the detabase by people with

different lavels of sscurity suthorizetion through

e ayetem of pesswords, locking ¢odes, and eo forth.

But ironicelly , the more Integratsd e date A
\ ?thbt le, the more - o

-acceselble by related software or.by muitiple - L

well, . , , :
"~ Programe hava ya: to be written for locel ares
natworke that wiil eliow ‘dccess of school records

,ccass by aome users to certeln flelde within a
databese. - Datebase security remsine ona of tha
major challengide of the computer ags.
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