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PREFACE

The Army Institute for Research in Management Information,
Communications, and Computer Sciences (AIRMICS) is the research arm of the-
U. S. Army Information Systems Engineering Command, {ISEC). - AIRMICS is
currently conducting research into the implementation and operation of -
Information Centers {(ICs), both in government and in private industrv. One - 4. g
of the goals of this research was to produce this guide for use by the Army
in the planning, implementation, and operation of ICs. It is based upon
the experience of operating ICs in government and industry. This
information was obtained from interviews, questionnaires, literature, and
conferences. In an additional study,. sponsored by the U. S. Army
Information Systems Command /{USAISC®, and ‘under the direction of ATRMICS,
information was gathered from six Army installations during two site
visits at each site: Fort Stewart, Georgia: Fort Monroe, Virginia; Fort
Hood, Texas: White Sands Missile Range, New Mexico; Rock 1sland Arsenal,
Illinois; and Fort Ord, Califeornia. Thé information gained from the

A
experiences at each of the sites was incorporated into this manuual. . t.JCPJ
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CHAPTER 1.0

INTRODUCTION

1.1 GENERAL

" This guide addresses the issues raised by the introduction of personal
computing in the workplace. It focuses on the issues that should be con-
sidered if the proliferation of end-user computing is to be managed within
the installation; and it provides guidance to installations which are

planning, implementing, or operating an Information Center (IC) to support
microcomputer users.

Yo

The purpose of this guide is to identify the issues which should be
addressed in planning, implementing, or operating a microcomputer IC.
Alternative approaches to common issues which have proven successful--in
the Army, elsewhere in government, and in private industry--are discussed,
as well as some of the problems that have been encountered.

Nt

!

This guide focuses on computer support centers, specifically micro-
computer ICs. In addition to microcomputers, the 1C will ultimately
include all of the Information Mission Areas (IMA): audiovisual automation,
telecommunications, automation, records management, and printing and pub
lications.

1.2 APPLICABILITY

This manual provides guidance to all installations involved in the
planning, implementation, and operation of microcomputer ICs.

1.4 OBJECTIVES

The objectives of this guide are to:
- Describe the background of end-user computing.
- Define the IC concept.
- Provide guidance for the planning of an IC.
Provide guidance for the initial operation of an IC.

- Provide guidance for the continuing operation of an IC.

1-1
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42N 1.5 USE_OF TRADE_NAMES
oy
b
N To identify and properly attribute various products, a number of trade
? . names and manufacturer’s names are used in this guide. Such identification
IS does not imply recommendation or endorsement by the U.S. Army, nor does it
inply that the products identified are necessarily the best available for
".;: the purpose.
!
#§
- 1.6 APPENDICES
i
o
.;': Terms and abbreviations used in this guide are defined in Appendix A,
‘ :’: which also contains definitions of terms and abbreviations commonly used in
P2 the computer industry.
;: "~ A list of applicable government references is contained in Appendix R.
s
¥ S
", -
R A bibliography is given in Appendix C.
o
§ "-.,_\
" Appendix D contains a sample user survey which may be used to aid in
’:L, determining the needs of the user community,
‘l
(ol L 4 . .
N Case studies developed from the six site orientation and evaluation
o r\J . . . .
- visits are contained in Appendix E.
i
s Sample materials developed by the sites visited, which are deemed to
._:' be useful to any IC are included in Appendix F.
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CHAPTER 2.0

BACKGROUND

2.1 PROBLEM

The constant plea of the commander on the battlefield and the manager
in the corporate boardroom has been for more and more information. With
the technology available today information can be generated, processed,
transferred, and stored in quantities never before imagined. It is not
uncommon for the commander or manager to be inundated with information that
is untimely, inappropriate, and difficult to comprehend. 1In short, the
information received 1s of no real value in the decision making process.
Information 1s one of the most precious and perishable resources. Without
information that is timely, relevant, and understandable, commanders and

managers cannot make sound decisions, nor can their staffs make helpful
recommendat ions.

2.1.1 Environment

The Army has long encountered the demands for greater productivity in
order to deliver more results while remaining within the constraints of its
resources. Budgetary constraints are dictated by the current critical need
to reduce the national debt. The constraints on funding also limit the
number of personnel available to the Army. 1In the current economy the
Armed Forces are encountering difficulties in recruiting sufficient numbers
of qualified personnel. The current state of tension between the Eastern
and Western Blocs necessitates that the Army maintains its forces in a high
state of readiness. All of these factors, taken together, have motivated

research to find ways to improve pruductivity. Approaches to productivity
improvement include:

Elimination of marginal activities;

Management improvements through organizational change,
mission adjustments, or work re-structuring;

- Work force training in areas where productivity
deficiencies are evidenc-u;

Use of more effective and efficient tools.

The IC can make its grealest countribution to productivity by sup
porting the use of effective and efficient tools. Then when these tools
provide better access to better information, pavoffs may be expected in
terms of i1mproved quality of decisions, improved performance, improved
personnel motivation, reductions in effort requirements, and overall re
ductions 1n completion times for actions.
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2.1.2

The introduction of new, more powerful technology has made it critical
that the Army learn how to manage its information and the technology used
to manipulate this information. These new technologies provide capabil-
1ties for communicating and revising multiple types of information in
diverse high-technology user-oriented systems. The types of information
inciude those of data, text, graphics, image, and voice. 1In addition to
larger, faster mainframes with improved mass storage devices and fourth
generation languages, the advent of the microcomputer and its user-oriented
software packages has created a new era in information processing. The
introduction of this new technology has been accompanied by two trends:
decreased hardware costs, and increased personnel costs. The same tech:
nical advances that make cheaper computer hardware available also make it
possible to implement more complex applications. Another effect of
improved price and performance capability is that it is now economically

;\j feasible to justify more computer—based applications. As a result, there
\{:. are more demands on the DP department for new applications than there have
:L:: been previously. i
;ftf There has also been a change in the background of the employees now
.?. entering the work force. Nearly all new employees have had some exposure |
e to computers during their education. This factor means that they have more
oo knowledge and less fear of computers than most current employees and they
T are demanding greater levels of service from the DP department. While
SRS programmer productivity has improved approximately two and one-half times
o over the last ten years, the price’performance ratio of new hardware has
( ‘ increased bv a factor of over 100. This indicates that technology is
ﬁk;' providing opportunity at a much greater rate than programmers are capable
3,?:: of exploiting.
A
'.Q, Microcomputers are an inexpensive way to deliver computing power to
%Ej the user's desk for a wide range of applications. The individual has the
Fan power to create a personalized working environment from a large number of
b - commercially available analysis tools, organizational programs, and man-
‘f{f agement packages. Microcomputers have various characteristics, ranging
. from the "stand alone” unit to groups of micros connected over a local area
e network {LAN) tc larger multi-user "super micros" capable of supporting a
.' number of remote terminals. Commercially available, "off the shelf” soft-
. ware provides the end user with the capability of creating complex reports,
e presentation-quality graphics, and merging text and graphics in written }
?j reports. Database and word processing software open up new avenues for
;,:: productivity increases throughout the user community. L
B |
- 2.1.3 Traditional A N
e 2.1.3 Traditional A pproach
3
s a
; \? Traditionally application programs are obtained from programmers
. }a within the central data processing organization which has the respon
‘; ‘ sib1lity for developing all programs. The early data processing ap-
L plications were mainly clerical, accounting, and number-crunching ap-
:;;: plications. As hardware and software capability increased, on-line trans
‘52- action-based systems were developed which consolidated databases,
B L} |
o |
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coordinated functions, ard permitted terminal-oriented transactions. The
early applications were strictly functional-oriented with little consid
eration given to uses for the data outside the proponent organizetional
element. Management reports were in the form of listings or successive
summaries, with the format specified in the early stages of design. As the
need for data increased, the data processing organization became inundated
with requests for minor changes to existing systems, or development of new
or cne-time reports for management.

2.2 USER'S_PERSPECTIVE

From the user’s viewpoint, the DP organization was non-responsive.
The setting in which the user operated was a dynamic, changing business
environment. In this setting, the user needed a quick reaction capability,
to provide answers to current problems in a reasonable time frame. The DI
group, already behind schedule, resisted interruptions which could only
introduce further delays. There were wide differences in opinion on the
time required to accomplish a particular job. The user considered the DP
group inflexible because it seemed as if DP objected to even minor changes
in the specifications for a program. But the most serious complaint of
users was that the programs were not as useful as expected because the
needs of the user had often evolved and changed significantly by the time
programs were finished and delivered, Given this perspective, users per-
ceive that microcomputers will provide an affordable, easily accessible,
solution to their data processing needs, that will provide rapid results.

2.3 DP_PERSPECTIVE

The DP organization fell that users did not understand the impact of
their requests on DP. The DP group resented this lack of appreciation of
their difficulties and complained that users always changed their minds
about what they wanted and when they needed it. The personnel in the DFP '
organization viewed themselves as the professionals who made it possible
for the users to succeed, but felt that users considered programmers as
expensive and only marginally useful tools.

2.4 MANAGEMENT PERSPECTIVE

Management, in addition to being concerned about the growing conflict
between the users and the DP organization, became concerned about the
rising clamor from the users for access to computing power via the micro
computer. Management concerns include:

L

.
LY

- Data integrity--the proliferation of data in "private"
- databases and the risk that these databases will not be
in synchronization (i.e., everyone working from the
same set of data);

}
3R R
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e
;'} Security of data--the potential of unauthorized access
{ to the data contained in "private" databases:
)
;\ - Proliferation of terminals and the resulting impact on
! mainframe response;
‘&
. -

Proliferation of microcomputers, with the attendant
risk of incompatibility and accountabilitly;

5 "'r _' :‘r "r

- Loss of central managerial control of computing assets:

= M,

- Redundant applications development;

x
N
Al

o - Increased requirements for mainframe cpu and

j?: communications facilities, due to both proliferation of
X e (1) terminals and (2) requests for microcomputer access
| to the mainframe databases.
-2

.
oy 2.5 EXTERNAL_INFLUENCES
-
!ul

° Within the Army, promoting end-user computing at any installation is
WA complicated by constraints and restrictions--imposed by higher authority --
$ ﬁ' in accessing some of the "corporate" data contained in the central data-

-, bases. This section presents some of the strategies of the Army as pertain

to information management.

%

-

2.5.1 Three-Tier Architecture

‘l -S‘: X 3
A

The Three-Tier Architecture is a "firs{-cut" approach to producing an
objective architecture. Under the concept of the three-tiered objective, a
user requests an information service and the system determines the

9

rod appropriate level for response. In this plan, the user would not have to
- know the intricacies of the software, the peculiarities of the hardware,
- nor the location of the data. The three tier architecture is described as
:. follows:

. J TIER 1. Regional service centers using large computers inter-

i connected by high capacity communications for rapid movement of data.

W) These regional centers will be the shared processing resources for all Army
E: activities. They will be used to provide consolidated information, STAMMIS
;{ processing, and all other processing not capable of being performed at the bt
o tier 2 processor.

o

53 TIER 2. Information resources required to support the organizational
O fHQDA, FOA, MACOM) and installation level needs. These processors will

‘w{ provide local data storage and processing (f organization and installation
;NB level information systems.

o

® TIER 3. At the unit or office level in the location of the

“; information user. Users are connected to tier 2 through the base

:\j communications system. Information generated or requested at this level
by

LeX
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will cause application processing to occur at any or all tiers based on
application design and data organization.

The Information Mission Area Program (TIMAP) of the Army brings
together and integrates the communications, knowledge, data, applications,
and processing hardware functions to support decision makers at all levels
with the best information decision support system possible.

The Information Mission Area (IMA) consists of associated resources
and activities employed in the development, transmission, use, integration,
and management of information. Information resources include information,
doctrine, data knowledge, engineering, applications, communication, pro-
cessing equipment, as well as related personnel, services, facilities, and
organizations.

The Army Information Mission Area consists of three major parts: the
Tactical Area, the Strategic Area, and the Sustaining Base area. Each of
these three areas includes the following components: automation, com-
munications, office automation, records management, publications, printing,
audiovisual activities, and other information activities, services, and
facilities.

The TIMAP is the methodology by which all programs and systems within
IMA are managed, resourced, and executed. Information requirements of the
Unified Command, Office of the Secretary of Defense, Joint Chiefs of Staff,
and other external organizations that will be satisfied by the Army will be
included in TIMAP of the Army.

The Army Information Architecture will guide the planning, control,
and management of all Army information. The Assistant Chief of Staff for
Information Management (ACSIM) prepares the Army Information Architecture,
which describes Army information in terms of what it is, where it is, and
who controls it. Each installation (or equivalent) will develop its own
information architecture in accordance with the Army Information
Architecture.

The Army Information Architecture is the umbrella architecture for the
information mission areas. It expresses the interrelationships throughout
all echelons of the Army among processes, information classes, organ
izations, technologies, and physical locations. An information arch-
itecture consists of an information model derived from an (1) Information
Systems Plan (ISP) or other systematic analysis process, (2) a baseline
configuration, and (3) an objective configuration. Together, these three
information elements provide the framework for evaluating actual infor
mat 1on needs {information model) and comparing these needs with existing
(baseline) capabilities in order to ascertain how to achieve optimum cap-
abilities (objective configuration). Through this evaluation process the
manager can determine his deficiencies and prioritize his proposed sol-
utions. The Information Management Plan (IMP) is the means through which
information initiatives, that satisfy information requirements and support
the information architecture, can be identified and approved. After

R

S X
RS



L Ble Ale Ale REa o S il i R T

approval at the DA level, the IMP becomes the Information Management Mastier
Plan (IMMP). IMMP initiatives for which resources are available may be
implemented. If resources are not available, the IMMP will serve as the
authority to submit funding requests to the Planning, Programming, Bud-
geting, and Execution System (PPBES).

2.6 ORGANIZATIONAL_ INFLUENCE

The Army's information manager is the Assistant Chief of Staff for
Information Management (ACSIM), a principal Army general staff position.
Each level of command, down to installation level, and each separate or
ganization, should have an information manager on its staff. At the Major
Command (MACOM) level this would probably be a Deputy Chief of Staff for
Information Management (DCSIM); at an installation level, a Director of
Information Management (DOIM); and, in a small field operating agency, a
part-time information manager. The U.S. Armyv Information Systems Command
{USAISC) is the "systems manager" and supports the commander whenever and
wherever 1t 1s appropriate,

[ 1%

2.6.1 ACSIM

‘-{,‘/II
RN

The duties and responsibilities of the Assistant Chief of Staff for
Information Management include:

o>

- Providing guidance and exercising staff supervision of
the Army information management program, organizations,
and systems worldwide (This includes policies, pro-
grams, plans, architecture, standards, structure, and
resources. );

- Serving as proponent for, and directing the development
and preparation of, specific regulations; and
implementing information management policies, including
Federal Information Programs;

- Developing and enforcing information management standards;
- Establishing and maintaining the Army Information Architecture;

- Acting upon recommended changes to information architectures and -
standards;

= Developing and approving the Army IMMP based upon MACOM and ARSTAT
IMP submissions;

Wi h
> X ."’)‘."J PP
|

Coordinating the IMMP with appropriate MACOM and ARSTAF to insure
that systems meet validated needs;
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- Performing periodic reviews of the Army IMMP, its goals, and its
implementation to assure that it meets the Army’s needs, is
expeditious, and contains no unnecessary delays, steps,
processes, or paperwork;

- Assigning responsibility for managing the acquisition,
development, operation and maintenance, modification, and
replacement of information systems.

2.6.2 USAISC

The duties and responsibilities of the U. S. Army Information Systems
Command include:

- Acquiring standard items of information technology (less audio
visual) and establishing requirement-type contracts for ur~e by
Army organizations;

- Developing, selecting, and executing acquisition strategies for
assigned information systems;

- Developing, recommending, and enforcing technical standards for
information systems (less audicvisual);

- Planning, developing, acquiring, deploying, operating, main-
taining, modifying, disposing of, and replacing each Standard
Army Multicommand Management Information System (STAMMIS) in
support of the functional proponent;

- Providing users at all levels with necessary technical support,
assistance, and advice;

- Supporting combat and material developers and life cycle managers
of information systems.

2.6.3 MACOMS, O8M_Commands, and Other Major Field Activities

Each of these organizations has responsibility for information
management including:

- Conducting and maintaining the organization ISP, formal infor-
mation studies, mission analysis, and information analysis to
determine information requirements and developing the organiz
ation information model;

- Establishing information goals and objectives for the command:

e e e e e e, —e————— w. e A R B & s R

- Establishing the organization information architecture in con
formance with ACSIM guidance and the Army Information
Architecture;
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Managing the organization information management program and
establishing organization priorities for information initiatives:

- Developing and submitting the orgaanization IMP;

Programming and budgeting resources for the organization portion
of the approved Army IMMP through the PPBES;

Executing the organization’s assigned portion of the approved Army
IMMP;

Managing the development, operation, and maintenance of assigned
information systems;

- Providing information management planning guidance to subordinate
commands and activities;

- Evaluating information requirements of the subordinate commands
and activities, including those which are tenants on other MACOM
installations;

- Including, levels of information support to be provided by the
installation commander in host/tenant agreements;

- Establishing an information manager with staff responsibility for
supervision of the information mission area activities within the
organization;

- Establishing the DCSIM (or DOIM) as the commander or director of
the cupporting USAISC activity.

The organization information manager may be known as the Deputy Chief
of Staff for Information Management (DCSIM) at the MACOM level, the
Director of Information Management (DOIM) at the installation level, or
information manager at the tenant, satellite, or regional support activity
level. The duties and responsibilities of the information manager include:

- Staff supervision of the organization mission area;

- Integrating, coordinating, planning, and programming the organ-
ization’s information requirements to develop and maintain the
organization’s information architecture and IMP;

- Advising and assisting users in the technical and managerial
aspects of the requirements determination, documentation and
Justification process;

- Providing information support and services;

- Directing the implementation of the organization’s portion of the
approved Army IMMP;

~ Assisting subordinate commanders in determining information
requirements.
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CHAPTER 3.0

INFORMATION_CENTER_CONCEPT

With the great influx of computer power into the workplace, comes the
problem of how to support the users of this newly-found power. The IC can
provide a means of helping the users through a single point of contact.
can also provide management with a strategy to deal with the problems of
planning, controlling, and serving microcomputer assets.

The IC concept is the solution of preference for providing end users
with the skills and support essential to long term success. This concept
is proving successful in industry and many government agencies, and is
currently in throughout the Army.

Because ICs are designed for specific organizations, IC mission state-
ments vary widely. Two themes are common to most IC mission statements:
(1) making technology available to the user; and (2) promoting user self-
gufficiency, providing assistance as needed. The following are mission
statements from government and industry ICs:

- To increase awareness of how small computer technology can
enhance productivity;

- To promote greater self-sufficiency of users in the evaluation
and application of computers;

To facilitate department-wide information and resource sharing;

~ To educate users in how to do their own work for some of their
data processing requirements and to facilitate their direct
access to data processing tools;

- To provide tools and techniques that allow users to retrieve,

analyze, manipulate, and present their data and text more
effectively.

The U.S. Army Military Personnel Center (MILPERCEN) IC gives the
following mission statement in its brochure:

To help end users acquire access to the computer system

by guiding them through registration procedures. To train
the user in the use of automation products designed for
independent information processing. To provide a place and
to furnish ADP products for users to work with under the
guidance of trained consultants. To help users get answers
to their questions and soclutions for their problems by
adopting their concerns as the Information Center's
concerns. To provide a convenient interface between
vendors and users for the showing and testing of ADP
products. To publish and distribute information of
interest to the ADP end user.
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Section 4.3 of this guide discusses in-depth how to establish mission,
goals, and objectives for the IC. Additional examples from Army sites are
also given.

3.1 DEFINITION_AND OBJECTIVE_OF_ AN_INFORMATION CENTER

ICs provide services which enable non- technical personnel to become
self-sufficient and productive in the use of technology. The user's goal
is not necessarily to acquire technical skills, but to be able to use a
computer as a tool to accomplish his work more quickly, efficiently,
cheaply, and with greater control of the end product.

ICs have currently been established in the Army to provide expert
service to all users of microcomputers on a post, camp, base, or station.
Many are providing mini, mainframe, and communications assistance as well.
Ultimately Army ICs will include all of the IMA technologies, including:
audiovisual automation, communications, automation (including office auto
mation), records management, and printing and publications. This guide
focuses on ICs providing microcomputer support.

3.1.1 Definition

The IC is an information, consulting, and education service providing
tools and techniques that allow users to retrieve, analyze, manipulate, and
present their data more effectively without being required to become com-
puter experts. The IC staff wil) both assist and teach the user to satisfyv

ﬂb many of his information needs himself. The IC also assists the end user in
3 re~ognizing his acquisition needs, properly specifying them, and acceler-
~ ating the acquisition process.
A
~
7 3.1.2 Objective
. t~
3 -
+
e The IC promotes self-sufficiency and productivity of end users through
s . . . . . . Cy
e the services it provides. These services are described in more detail in
Section 4.4 and include:
L/
[~ - Applications consultation:
b
[ - Training;
.. - General support;
e
oY Change agent.
S
;: The IC provides end users with the right products (tools) to access i
'5: data on their own terms. One way to do this is through consultation. The !
) term consultation covers such activities as answering specific questions on ;
W hardware, software, and education, as well as providing product selection i
v assistance and demonstrations. '
ey |
: |
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The IC provides training opportunities to teach the end user how to
employ hardware and software effectively. The Center may also offer gen-
eral computer literacy training and teach users how to access mainframe
data bases. Training may include both formal and self-administered
courses, exercises, or projects to be performed using the selected product.

the broad spectrum of requests for assistance made by users. Under general
support, the IC provides assistance in the acquisition of hardware, soft-
ware, and general supplies; a library of software; hotline support; and
problem resolution.

General support activities facilitate the IC's ability to respond to .

As an agenl of change, the IC provides a means of introducing new
technology and methods into the workplace. This ensures that state-of-the-
art technology is effectively being introduced into the organization.

3.2 BENEFITS_OF_AN_INFORMATION CENTER

The entire organization benefits through the use of the IC; that is,
the use of the IC maximizes the use of scarce and valuable resources in an
effective and productive manner.

3.2.1 End User Benefits

Given the skills provided by the IC, end users can apply available
technology to increase job productivity. Routine tasks can be automated,
information processed efficiently, and the results effectively utilized in
the decision making process. Enduser benefits include:

- Single point of contact for technical support;

- Improved productivity;

- More timely information;

- Improved accessibility to command data;

- Improved responsiveness to needs.

Because the IC offers integrated technical support, the end user can
contact a single source regardless of whether he needs to learn a new
software package, is planning a hardware acquisition, or needs consultation
on a specific application. Additional advantages of the single point of

contact are as follows:

- Reduces the time spent searching for the right person to answer
questions concerning hardware or software;

Provides the "same" person to talk to so that the problem does
not need tr be re-explained =ach time a call is made;
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Promotes positive relationship between IC staff and user making
the IC a non-threatening place to go/call.

Microcomputer technology enables end users to automate many routine
tasks that, because of their small nature, would never have been submitted
to the data processing department. Examples of such tasks might include
personnel rosters, meeting agendas, schedules, and executive calendars.

User productivity is increased when labor intensive tasks such as word
processing for example, are reduced. Most documents go through seversal
drafts. If the first draft is typed, or better yet, composed on a word
processor, then succeeding drafis do not have to be retyped. Corrections,
changes, and movement of paragraphs can be accomplished on the word pro-
cessor, resulting in considerable time savings. Most tasks that are per-
formed routinely can be accomplished more efficiently if automated, such as
periodic reports, inventories, and budgets. Improved quality is often
associated with increased productivity. Because a document is typed only
once, for example, less time and effort is spent in redraft and correction
of careless mistakes.

As repetitive tasks are eliminated, the user has the opportunity to
handle more activities. Consequently, the user often finds the increased
variety and challenge in his work gratifying. Heightened productivity may
result from this satisfaction.

Using computers improves the quality of decision making in two ways:
first, the quantity and currency of the data is increased; and second, the
ability to create various simulations is possible. When more data is
available more quickly, the user has more information on which to base a

1‘& decision. Where procedures are in place to validate the accuracy of the
k‘; information, there is no need to correct the effects of an invalid de-

S cision. The increased ability to test alternative solutions with the use of
.5:5 the computer enhances the problem solving process. Better decisions re-

sult. With the computer, the user can ask a series of "what if" questions
and compare the outcomes; for example, the user could examine how the

O

A costs of different grades of paper would impact the total budget of a

\;ﬂ newsletter over a given period of time. In this kind of analysis the

:jy computer becomes an intelligent assistant.

N

*?W The IC provides improved responsiveness to user information needs

.l- where users are provided mainframe access through their microcomputers:
5 elimination of time usually spent filling out computer keypunch forms:

3rj reduction of the filing and maintenance time associated with voluminous
Fud computer listings: and shortening the non-productive time spent waiting for )
*:g reports that are required for decision making to be processed and printed.
@

o Several factors contribute to the ability to get information in a more
j timely way:

W
D)
W
%’ - Elimination of manual svstems for augmenting machine data:
0 o
® - Access to data at the time it is needed:
:f - Reduction of time spent searching through voluminous compuler
2; listings to locate specific or limited amounts of data.
)
%
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The IC offers the opportunity for users to get improved access to
comwand data. In order for this to be feasible, interactive query may need
to be added to already existing batch applications. Security controls will
also need to be considered. With access to command data departmental data,
currently maintained manually, may be automated. With improved access,
less time is spent waiting for special updates during the intervals between
regularly scheduled report dates.

The IC supports end users with the tools and expertise required for
faster implementation of already defined applications. The IC also pro-
vides improved responsiveness to departmental needs because of its abilitv
to answer ad hoc questions on demand.

3.2.2 Management Benefits

Management realizes benefits gained through the reduction of wait time
for information necessary in decision making, being able to perform ad hoc
queries, and getting responses using current data:

- Improved currency and timeliness of information;

Rapid application development;
- Earlier application payback;
- Cost containment.

In an environment where the pressure for time and data is great, the
benefit of end user computing is the reduction in the wait time for the
information required in management decision making.

Enduser computing tools enable automated command databases to be
updated easily. As a result, they can be updated more quickly and more
often. The data available to decision makers is therefore more current and
is available on an ad hoc basis.

Through the assistance and end user tools available in the IC, small
applications can be developed more quickly reducing the time management
must spend in planning and coordinating new application development.

Earlier payback can be gained by improving the information upon which
decisions are made and by reducing the direct expense for outside program
ming services and management time devoted to contracting for these
services,

One of the potential benefits of the IC is in the reduction of instal
lation hardware and software costs. This is because the IC nrovides re
sources to increase the effectiveness of decision making about these pro-
ducts. In other words, fewer inappropriate products will be purchased, and
some cost containment would be achieved through the control of products
purchased to insure compatibility. This same benefit can be achieved
through the use of the standard Army contracts for microcomputers.
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In addition, with end users satisfying a greater portion of their
information needs, there may be a reduction in the use of the data pro-
cessing department and a corresponding reduction in data processing
charges.

The 1C does not replace the traditional data processing department it
expands it. Without an IC, there will continue to be a need for the
traditional systems approach. The result of end user computing is often a
new appreciation and respect for the role and contribution of the DP. When
end users become computer literate, they are better able to communicate
their needs and to appreciate the capabilities of computers when they dc
require applications development.

In manv organizations, the average end user may have very little access
to, and even less knowledge of, the data processing facilities that are
available. Therefore, an entirely new resource is made available to that
end user.

Applications development backlogs and communication difficulties with
non-technical personnel contribute to the negative reputations held by man:
data processing departments. Data processing departments reap several
benefits with the addition of an IC. Because ICs are service oriented,
they demonstrate DP's enhanced responsiveness to the requirements of users.
The DP image also improves because users begin to see it as helpful rather
than obstructive.

With end users taking responsibilitv for more of the smaller computing
tasks, the data processing department can focus more attention on large:
svstems development projects.

3.3 CRITICAL_SUCCESS_FACTORS FOR_AN_IC

The use of Critical Success Factors (CSFs) has become a popular ap-
proach for identifying activities required for success. CSFs have been
defined as the areas in which results, if they are satisfactory, will
ensure successful performance for the organization. The important factor
is the anticipated results of allocating resources to achieve the success
factor, not the sclected activities. Many managers select CSFs based on
their "perceived" objectives. Review of the set of factors with upper
management is an important part of the process of identifying CSFs. Com
municating CSFs, both upward and downward, proves to be informative and
also provides an opportunity for acceptance or modification. Discussions
of modifications often create a new and significant interplay between
different levels of management. When upper management! accepts the CSFs,
the organization is then directed to perform activities and allocate re
sources in accordance with the relative priorities established for these
CSFs. Studies of information systems, end user services, and IC like
organizations have found seven common CSFs for IC managers:
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- Planning:

- Service management;

- Application directions and strategies;

- Enduser and personal computer strategies:
- Information and asset protection;

- Personnel development and management;

- Contribution to the organization.
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Planning is the first and foremost CSF for the information service
organization. The development of long-range goals and objectives, based
upon the mission, goals, and objectives of the parent organization, ensures
management commitment for resources. Questions that should be answered
during the planning process include:

wWhat are your organization's information needs likely to be next
year?

What are your organization's fulure hardware and software needs”

What kinds of benefits will the IC's activities realize for the
organization”

Planning moves from the general to the specific. It requires develop:
ment of a strategy, organization of tactics, creation of a budget, and
allocation of budgeted resources accordingly. It means establishing stan:
dards so that equipment and software are not acquired haphazardly, even if

the IC is not in the position to control the acquisition of the equipment
and software.

The development of a strong support organization for new end user
computing functions and delivery systems should be & part of every plan.
The structure should reflect the organization‘s philosophy and also provide
for the proliferation of multiple information types throughout the organi-
zation. The cultural changes that are occurring--and will continue to
occur-—in every organization will be vastly different from those of the
past. The successful facilitator of information technology growth will
pirovide for strong client support, quality services, and regular communica
tions of results to executive management.

Develop a plan that considers or forecasts the direction of the organ-
ization, and place the information delivery function in a strategic posi
tion. This will help win senior management commitment and will develop the
service functions into meaningful responsibilities for both DP and the IC.
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3.3.2 CSF_Number 2--Service Management

Successful ICs translate their objectives directly into quality ser-
vice for the end user clients. No business survives unless its customers
are satisfied: successful ICs maintain 8 high level of end user satis-
faction. Speed ‘rapid response time and turnaround) is one component of
high end user satisfaction. But end users want quality and usability in
addition to speed, and the IC must balance quality and speed. The suc
cessful ICs seek new opportunities to "create” success within their user
organizations. Managing user expectations provides a clearer understanding
of satisfactory performance and the continuation of positive inter-—depart
mental relationships.

The highly successful ICs provide the users with a single point of
contact for resolution of informs ion management problems. The IC should
position itself between the users and both DP and the vendors. This ap
proach keeps the IC in close touch with the users and makes the support
provided more responsive.

wWhen planning for users' services, the IC should anticipate the need
te support communications and distributed systems. The successful IC will
anticipate ‘he need of a new service, and plan a strategy for responding to
the need before the users realize they need such a service. When users
recelve new easy-to-use tools and assistance in finding sophisticated wayvs
to accomplish their objectives, the users realize the value of their IC.

3.3.3 CSF_Number_3- -Application Direclions_and_Strategies

Part of the role of the 1C is to assess user application requirements
and assist users in determining the best resource to fulfill their need.
Strategies for software creation or acquisition should include criteria for
ease of use. Other things being equal, simple applications are easiest to
use and easiest to modify. This enables the IC and the end users to
respond quickly to changing conditions.

But more is required from the I1C than just application selection or
software delivery. The decision process needs to include the direction for
multiple information types with integration of software, communications,

' and data distribution plans. Direction should be set for new office ap-
pl:cations, electronic mail, specialized printing, database creation, and
telephony (voice) applications. A rationale, or set of guidelines, is
needed for application directions and dote distribution. Users need lead
ership for innovative use of new technologv.
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11; “ 4.1 CSE Number 4 -EndUser and Personal Computing Strategies
-;"i Planning for microcomputing strategies is more than just planning for
o the hardware. Tt also includes determining the direction for use of intel:
i& ligence  people intelligence and workstation intelligence. Discussions
5« with users and managers reveal that the placement of computer workstations
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in front of professionals provides far greater benefits than those enumer
ated in the initial justification. 1In other words, users find more uses
for the computer than they originally expected. Often a standalone micro
is expected to fulfill the user's needs, but experience shows that soon
manv users want to connect their machines to other computers. Strategies
should include priorities of when and how end users will be connected tao
other microcomputers, the communications gateway, or the central main-
frames. The use of work groups or departmental computers can ease the
workload burden on the mainframe, the communications network, software,
workstations, and personnel. The most successful ICs establish standards
and guidelines for information and data access that incorporate generally
accepted principles.
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As an organization uses new technologies, the learning curve becomes
less of a challenge for those users with previous experience. Experienced
users want more specialized technology as they become more sophisticated
and knowledgeable about the capabilities of the technology. Personal
computing strategies should anticipate this challenge and address it before
users begin to demand individualized applications and hardware.

3.3.5 CSF Number 5--Information and Asset Protection

There is more to microcomputing strategy than knowing how to make use
of the machines. Given the current state of the technology it is virtually
impossible to protect data and software through system design alone. The
end users must understand their responsibilities in information processing.
Just because a new machine makes it possible for them to access protected
data or copy software, it does not mean that they can do it with impunity.
The 1C manager must encourage the end users to conform to the requirements
for security and privacy. User management also has a responsibility in
ensuring that these requirements are followed. Diskettes, programs, soft-
ware guides, and printed output must all adhere to the established guide-
lines for the handling of classified and private data.

Information and asset protection goes beyond rights and responsi-

:“: bilities. Tt requires a data security analysis, contir~ency planning, and
%
-'?g procedures for back-up and recovery. Data and program: must be protected
153 agairst natural catastrophes and system failures as well as human alter-

ation. The users must alsc be educated in how to protect themselves. ICs
should implement data security standards, system security planning, and
disaster recovery plans and techniques and ensure that the user communitv
is knowledgeasble of them.

MECRRAR A

The IC is only as effective as the people in it. Many successful ICs
select their staff on the basis of their "people skills." Product and
svstems knowledge is important but, unless the IC staff can communicate
that knowledge to the user, the knowledge is useless. Using the skills of
small ‘group interaction, negotiating, resolving conflicts, meintaining
rapport, overcoming opposition, gaining acceptance, and influencing
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decisions become powerful technigues for interacting with varied users, and
higher levels of management as well.

Developing good staff is not enough, however. The IC must create
meaningful career opportunities for the staff in order to retain them.
Most successful IC managers establish staff training as a high priority and
do everything possible to ensure that their people have promising futures
with the organization. They, the IC managers, must also be ever alert for
opportunities to cross-train their staff with both DP and the user
community.

The seventh CSF is the IC‘'s contribution to the organization. The
most effective ICs are a fundamental part of the organization's overall
strategy. They provide services that the organization feels are central to
it‘s mission. The 1C can make sure it is contributing to the organization
by planning, providing services, creating and implementing application
strategies, developing and following strategies for microcomputing, en-
suring information and asset protection, and effectively managing and
developing people.

The successful IC manager, in addition to all of the above, seizes
every opportunity to make executive management aware of the IC's contrib-
ution to the goals and objectives of the organization. The IC manager must
constantly strive to obtain user commitment to make management present-
ations on applications developed with the IC's assistance, detailing the
benefits achieved.

3.4 PITFALLS_OF_AN_INFORMATION_ CENTER

The satisfactory performance in the CSF areas ensures success. In
addition, significant problems, or pitfalls have been identified by gov-
ernment and industry ICs that have interfered with their ability to achieve
success. In some cases the problems were severe enough to lead to the
failure of the IC.

3.4.1 Pitfall Number_l--Failure_to Organize and Manage the IC as a

The IC must be organized and operated according to sound business
principles, including performing the following basic business functions:

- Planning--selecting objectives, policies, programs, and
procedures (This must be a continuing process, looking ahead and
ensuring that the IC has the capability to respond to the users'
needs.
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Organizing--establishing the work to be done and determining the
relationships between tasks required to achiee objectives,
assigning activities, and delegating responsibility:

Staffing--selecting and training people to fill available
positions: securing competent talent to perform necessary tasks
for which positions are not available;

Marketing--promoting the objectives of the organization as a
whole: ensuring flexibilitv and adaptability;

Evaluation--determining whether or not objectives are being
achieved and taking corrective action if they are not.

Equipment;

Software;

Connect time;

Training (time and dollars};
Consulting and guidance;
On-going support;
Timesharing;

Networking;

User productivity (increases and predictable decreases);
Reference materials;

IC staff productivity;

DP staff productivity.

These end user computing costs should be reported on a recurring
® basis
asls to:

User managewent
Top management:
DP management :

IC management.
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A solution is to develop a simple, informative method of tracking true
end-user computing costs and keeping track of:
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3.4.3 Pitfall Number 3--Inaccurate_Understanding of the_Roles

The problem can be reduced by opening the lines of communication to
DP and clarifying interfaces and responsibilities. The following issues
must be resolved between the IC and DP:

wWhich responsibilities and functions has the IC taken from som:
other area”

Which functions does the IC share with some other area?” How can
these responsibilities be clearly defined”?

Wha! resources, needed by the IC or its customers, are under the
control of some other area?

What political problems exist between the IC and some other area”

What people and knowledge resources might the IC borrow from some
other area?

- How might the IC help some other area?

Among the ways the communication gap between IC and DP mayv be bridged
Hdre’

Regular routine information exchanges:

Using other DP personnel as guest speakers at user group
meelings or as guest lecturers in training scssions:

Making DP personnel satisfied customers.

As an example, Fort Hood is planning an Irnformation Management Council
which would bring together on a regular basis tactical unit information
managers with the DOIM and staff.

The IC must plan and implement targeted promotions in order to reduce

the magnitude of this problem. The concerns to be addressed include the
following:

Muke marketing someone's responsibility:
- Set specific goals and objectives:
Have @ contingency plan.

The elements of 8 marketing strategy include defining the polential
targets, the products to be advertised, the location of the products an’
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Q} demos, and expected costs (if any). Promotions can include such things as
?; personal selling to management and user staff, using various publications
ﬁf of the IC and installation, and presentations at user meetings of various
)

types. An in-depth discussion of 1C marketing is found in Section 6.1.

e
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2 3.4.5 Pitfall Number 5--Failure_to_Operate_the I1C_as_a_Service
o Organization
3: This prablem can be reduced by implemnting and managing the IC as «

»
(2

service organization, not as a control organization. This does not mean
tha! control of the organization's computing resources is not essent il
but, rather, that the IC should be seen as a friendly source of aid, not
ansther "big brother” watching over the end-users. Other considerations
include:

2

et

L

Do not get bogged down in developing applications far the users,
thus becoming a bypass of the DP organization and getting into
the same backlog situation as DP:

- Do not promise what you cannot deliver;

- Remember that excellent service can compensate for bad products,
but nothing makes up for bad service;

- Give your staff customer service training.

Define clear and measurable objectives accountable to top management
and establish procedures for reporting progress toward achieving thosc
objectives periodically. Other considerations include:

- Management will not support what it does not understand nor what
does not contribute to its goals:

- Define IC goals in keeping with managementl's goals and objectives
and be responsive to the command's priorities;

Determine your own measures of success and get management to
approve them:

- Recognize the difference between management ‘s being committed and
being merely involved.

Ot
d :'\.!'c”.'».,
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5 3.4.7 Fitfall Number 7--Not Being Successful Enough Fast_Enough
Insufficient planning and preparation have caused the most headaches
2 for the IC. Below are some techniques for reducing these problems:

Start small but be prepared to grow rapidly. Establish plans and
procedures to control the growth:

Deliver what vou promise, and do it well:

- The pilot prouject musti be successful because it has very high
visibility:
Plan ahcad to be able to provide new services as users reach new

levels of computer competence;

Seek innovative means of increasing the capability of the IC {o
provide user training to the greatest numher of users.

3.4.8 Pitfall Number_ 8 --Users_Failure_to Understand_the Role of the_ 1C

The development and promulgation of a comprehensive User's Manual is
essential if the IC is not to encounter user expectations that are not
N achievable. This manual should clearly delineate the responsibilities of
the IC and the users. To be truly effective, the manual should be spon-
sored by, and approved by, a person or group which is perceived as acting
impartially in the interests of the total organization. The table of
contents of the ADP Information Guide developed by Fort Hood is found in
Appendix F.

Among the fallacies encountered in IC ‘end-user relations are:
The IC will do it all:

- Documentation is nol necessary;
Security and privacy do not matter:

- Application testing and validation ars not important.
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h PLANNING_PHASE

i This chapter describes some of the issues which must be addressed when
® planning a microcomputer IC. It also presents some of the alternative

< means that have been taken in approaching these issues. Examples from six
N Army installations are included: Fort Stewart, Georgia; Fort Monroe,

Virginia; White Sands Missile Range, New Mexico; Fort Hood, Texas; Rock
Island Arsenal, Illinois; and Fort Ord, California. Information was
gathered from these sites as part of a project to determine how 1Cs have
been implemented in the Army. Case studies summarizing the ICs at each

site are found in Appendix E. Materials developed by these sites are
reprinted in Appendix F.

b

The planning process should be a participative and on-going function
carried out by a committee composed of members representing the various
groups likely to be affected by the decisions made, e.g. users, data
processing, and management. Such groups may already be in existence, and
bear titles such as Information Management Council, or Executive Steering
Committee. The end product of the planning phase should be a strategic, or
operating plan which recommends the policies and procedures need to guide
the IC through its implementation and on-going operations phases.

The planning phase builds the crucial foundation for the on-going
operations of the IC. The planning phase is not a luxury; it is a
necessity. Occasionally an IC manager learns on Friday that he will open
an IC on Monday. 1In that scenario, it is recommended that the activities
of the planning phase occur concurrently with the first several months of
the IC’s operation. And, if possible, the IC should provide support on a

limited basis until its operating plan is established. The phases of the
- planning process include:

Complete a needs assessment and analysis;
Define IC mission, goals, and objectives;

Determine organizational interfaces;

Decide service options;

LA

- Develop strategic plan.

e

The importance of planning is also presented in Section 3.3.1.

4.1 COMPLETE_A_NEEDS ASSESSMENT_AND_ANALYSIS: THE ORGANIZATION

In order to provide the background for the needs assessment and
analysis, an over view of the organization is needed, including a profile
of the organization; what user support is currently offered in the
organization; what the managers of the organization expect from the IC; and
the existing resources and contraints within the organization.
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4.1.1 Assessing Current Status of_ the Organization
A profile of the organization should contain the following information
and documents:

- Installation mission:

- Tenants and/or satellite activities;

- Number of military and civilian personnel;
- Information Systems Plan (ISP);

- Information Management Plan (IMP).

As stated in Section 3.3.7, the most effective ICs are a fundamental
part of the organization's overall strategv. In planning for the IC, the
planning team must position the IC and its mission in line with the
overall purpose of the organization. In order to effectively plan for the
IC, the staff must also know who its potential users are. The information
contained in the installation’s ISP and IMP will provide a starting point
for assessing the current and anticipated status of information systems in
the installation (Section 4.2).

4.1.2 Purpose_Envisioned by Management
The installation management may have specific ideas about what the IC
will achieve; some possible accomplishments expected of the IC include:

inproved efficiency and effectiveness;
- Management and control of end user computing efforts;
- Change agent;

Improved image of DP;
- Reduce DP backlog.

These expectations may not be verbalized; therefore during the planning
phase the IC should interview installation management to ascertain the

pur pose that managers envision for the IC. If the IC feels that management
expectations are unrealistic, then clear definition of the mission and
goals of the IC are an especially important part of the planning process.
Further the IC may need to provide management briefings to address these
concerns directly. Management concerns, and management benefits are
further addressed in Sections 2.4, 3.2.2, 3.3.7, 3.4.6, and 6.1].
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Interviews with the installation organizational elements will provide
information about existing support services, in order to prevent any
unnecessary duplication of effort in the IC. The planning committee should
determine:

- Support currently offered by DP to end users;

- Microcomputer training currently available via CPO, or other
groups;

- what informal mechanisms of support are in use
(e.g. user initiated user groups).

Potential relationships with existing support providers are presented in
further detail in Sections 4.4, and 4.5.4.

The IC should enumerate as many existing resources and contraints as
possible during the planning phase, including:

- Available funds;

Available personnel;
- Available equipment;
- Available space.

The IC is primarily an "oul-of-hide" organization, however acknowledging
the given resources and constraints will enable the IC to define the scope
of its mission and activities accordingly. Strategies for staffing are
presented in Section 5.1, sources of equipment and space considerations in
Section 5.2.

During the planning process, the IC may want to address ideas about
how it could recover part or all of its operating expenses. The ICs
currently operating in the government, are funded, generally, as part of an
1SC equivalent (e.g., Office of Information Resources Management, Division
of Automated Information Services, Office of Data Management and Tele-
communications). Under this model the services of the IC are not charged
directly to the user. Typically, this arrangement enables users to take
advantage of the IC's services with a minimum of paper work. The IC is
responsible for tracking how the IC is used and by whom. Before the Center
opens, the IC management should design a system to track use of the Center.
This data should be regularly reported to user management, to maintain the
visibility of the Center. In addition, these reports will provide managers
with comparative information should a charge-back system be put in place.
ISC funding and charge-back for services provided by ISC is current ly under
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4.2 COMPLETE_A_NEEDS_ASSESSMENT_AND ANALYSIS: THE_NEED

The determination of the needs of the user community and the current
capability of the DP installation to support these needs are vital if the
IC is to provide the types of services that meet the needs of its users.
It is imperative that both user and DF management be involved in this
process in order for the real needs of the organization to be addressed.
Although the primary emphasis of this analysis (and of this P&T Guide® is
directed toward the support of microcomputers in the user community, the
information gathered in this step should also provide indications of the
future directions that an IC must take in order to continue to meet the
user communitv’s needs and of the impacts of end user computing upon the DP
installation.

Assessing the current status of the organization involves the determi
nation of what systems currently exist, what data or information is cur
rently available within these systems, and what the users perceive as major
deficiencies in the current systems. The content of the data files main-
tained by current systems and the capability to access/extract data from
those files must be determined. The existence and status of a command data
dictionary must also be determined. The existing hardware, software, and
data in use on the installation, and those that have been planned can be
summarized in a table format, such as is shown in Figure 4-1.

The report of the command ISP study can provide an initial overview of
the current state of the organization. The architectures and matrices
developed by the ISP provide insight into the information needs throughout
the command. Problem reports and analyses indicate the user’s perspective
of deficiencies in existing systems support.

4.2.1 1Identification_of User_ Types

There are three distinct categories of potential end users of an IC.
They are management users, professional users, and clerical users. Each of
them has differing support needs. The management user’'s needs are
typically categorized as decision support needs, or the need tc analyze
alternative solutions to a problem and evaluate "what if” situations. The
professional user is mainly concerned with performing various statistical
analyses in connection with the control of on-goiff daily operations. The
clerical user’s main needs involve the need to m ge the creation,
revision, and distribution of various classes of documents. In order to
determine the types of hardware and software support required, the numbers
of each category of user and his primary requirements must be identified.
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In addition to defining the classes of users, the current degree of
"computer expertise" of prospective users must be determined. The amount
and type of training resources required will vary greatly as a direct
function of the users’ different levels cf knowledge and cxpertise in the
use of information systems and tools. The successful IC will need to be
prepared to meet these varying degrees of knowledge and expertise
regardless of the range of variance encountered.

4.2.2 VUser Needs Survey

A thorough preliminary analysis of the needs of potential users will
provide the foundation of an IC. This analysis should cover the informa-
tion requirements of the users, the implied data access requirements, and
the computational /‘manipulative capabilities necessary to support these
needs. The survey should cover needs to support the user’s dav-to-day
operations in addition to the preparation of responses to one-time queries.
1t should 1dentify the data needed, its source, where it is stored, and
whether 1t is used by other departments. The survey should solicit infor-
mation regarding known future requirements, such as new or modified report-
ing requirements. A more detailed sample survey questionnaire is given in
Appendix D.

4.2.3 Determining Type Of_ Support_ Needed

The snalysis of the users’ needs defined above should enable identifi-
cation of software and hardware that will adequately support those needs.
Analysis of the user needs surveys, plus inputs from the installation IMP,
can provide source information for extraction of these needs.

Several general categories of software mayv be required by potential
users. The needs may exist in both the mainframe and microcomputer con-
texts. The real difficulty lies in finding a subsetl of the myriad of
available products which will both satisfy users’ needs and coexist as a
coherent integraiced library of productivity tools. The general categories
ar~ as follows:

Electronic mail;

Document preparation/word processing:
Document storage and retrieval;
Database query;

Electronic spreadsheet:

Planning/forecasting/buvsiness modeling:




Business graphics;

- Statistical analysis;
Report writer;
Training;

Communications.

A useful means of displaying the results of the analysis is the crea
tion of a matrix with generic software needs along one axis and department
identifiers along the other. Various symbols can be defined to indicate
the degree of need for a type of software by a given department. An exam
ple of the matrix is shown in Figure 4-2. Note that neither the list of
departments nor the list of software categories is complete.

PER JAG LOG COM OPS AG ENG IMM

Electronic mail
Word processing
Document handling
Database query
Spreadsheet
Mathematics
External data svcs
Database mgmt
Modeling
Statistics
Training (CBT)
Data link

Hardware support requirements can be segregated into three generic
categories:

Stand-alon~ microcomputers with or without an internal hard disk.
- Multi-user Jicrocomputers with one or more satellite workstations.

Micro-to-mainframe links for either of the above, or for existing
microcomputer hardware,

The plan should indicate the numbers of each of the following expected
to be installed in user areas, and the numbers and types of each to be
provided within the IC for training demonstiration purposes:

2l




Microcomputers;

Printers;
Modems :

Plotters;
Terminals.

A matrix of departments versus hardware, similar to that shown for
software (Figure 4-2) provides a concise means of displaying the arrav of
hardware needs determined. It may also be used to identify those users or
user areas where there exists an opportunity for resource sharing; for
example, several departments may be able to share a plotter or a high specd
printe: .

In addition, some consideration should be given to additional main
frame host dependent hardware, typically on line terminal services,
that provide easy and direct access to existing production systems if
su-h a capability exists or is planned for in the DP installation.

44 DePINITION OF MISSIONS, OBJECTIVES, AND_GOALS

_______________________ d - LA

Given the information gathered during the needs assessment and
analvsis, the planning team has understanding necessary to develop a set of
m:ssions, goals, and objectives for the IC. The overall statement of
missions, goals, and objectives should include what will be done, how it
will be dene, who will do it, what is and what is not appropriate in an IC
environment, and how the IC's performance will be measured with respect tc
the goals arnd objectives,

4.% 1 IC Mission_Statement

Missiun statements usually include one or more general description(s) of
the parpose and 1intent of the IC. For example, from Fort Hood’s DOIM
Misoior and Functions Statement:

Frovides central point of contact for all data processing
and data communications assistance for 111 Corps and Fort
Hood units and activities.

oossibriatres anclude:

ivonete better understanding of the capabilities of small
cumputer technology:

i a kev role 1n assuring the effective implementation
«f computer technology in Army organizations:

Faorlitate 1nciease self-sufficiency of end users;

4-8
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N3\ Coordinate organizational information and resource
> sharing.
\
N L L |
Additional mission statements from government and industry ICs are
v presented in Section 3.0.
Ea\
LW
A
e 4.3.2 1IC Gouls
. TETTmE T T
“l\.“
\)
>, Goals take the form of functional statements which specify more
g8

explicitly the purpose of the IC. One mission statement may be further
defined by several goal or function statements. The following were
excerpted from the two year projection of work tasks of the Fort Ord IC:

e’ -
g
SUJ.:‘.M&.

-

'Provide] instruction center for all computer systems
(PCs and mainframe on Fort Ord;

B
;E;S - Maintain training aids and software library;
_E:: - Receive and investigate all new software for integration
‘. B into the systems (PC and mainframe) on Fort Ord;
i;; - Conduct software and hardware support activities.
-ia Other possibilities include:
M3

7N

To provide end users with tools and techniques which

o allow them to access their data on their terms, manipulate
Ny . . .
?{ that data, r 1 present it in meaningful ways;
[
B Y-,
iy - To assist installation personnel in addressing command
' problems by serving as a source of:
)
R ' Equipment and program selection for problem
y;§ solution by end users;
.
;L
:'\ ' Technical assistance in obtaining data and 4
"ﬁz operating programs; !
[
- ' Training in the use of equipment and software:
Seu!
! Qﬁ To improve personncl productivity by expediting methods
f’xj for individuals to reduce clerical effort, to develop
O data manipulation capabilities, and to build databases
@ of information that can help middle-level and senior-level
*;: management to use computer methods in studies and analyses.
M
o
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4.3.3 IC _Objectives

The objective statements define the services and activities the IC
will implement to fulfill its mission and goals. 1In defining the
objectives of the IC, the planning team should define specific, measurahle
results. For example:

Train 70% of clerical personnel on the word processing
package within 90 days after the software is received.

Vﬁ After the mission and goals are defined, i1t often works well to brainstorm
:i activities or services that will fulfill a specific goal. Once the
Wi general method (activities and services) have been defined, it is easier
A\ to define specific objectives. A sample worksheet illustrating how goals,
ot jectives, and services supporl a mission statement is found in
. Figure 4-3.
)_'
-
' ":
o 4.3.4 Fulfilling the Mission_of the IC
»
2
@

wWhat follows is a discussion on how typical missions, goals and
objectives of the IC can been met. General examples are given. The topics
included 1s not intended to be exhaustive, nor are all appropriate for
each IC.

Traditionally, the DP backlog is thought of as the long list of
applications development and/or modification requests that are in queue
walting for DP to obtain the resources to perform. There is another
backlog that is not as prominent as this: the backlog that exists because
the application was so small the users felt i! stood no chance for approval
or because the users have given up hope of ever getting any response from
the DP department. The IC will probably not have much impact upon the
"known" backlog except for possibly the reduction in requests for rel-
atively simple changes to report formats, or the reduction of time lost in
responding to the urgent one-time requests for massive printouts of data.
The "unknown” backlog, the size of which can be estimated from the
responses to the users' needs survey (Section 4.2.2) will be the one most
impacted by the 1C. Objectives and goals, however, must be set with re:
spect to both the "known” and the "unhnown" backlog if the IC is to show
how well it meets the needs of the user community. A measure of success
might be the percentage each backlog has been decreased or the reduction
in the number of sp -1al one time data printouts.
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o SAMPLE PLANNING WORKSHEET — GOALS, OBJECTIVES & SERVICES TO
i‘- SUPPORT A MISSION STATEMENT
' ‘::I_ MISSION GOAL OBJECTIVE SERVICE/ACTIVITY
-f.:'- * Increase awareness * Make employees ¢ Give briefings to ® Briefings
how computer tech- aware of the tech- 50% of division staff e User groups
nology can enhance nology available to meetings by end of ® Articles in news-
productivity. them at their install- quarter. letters, newspapers,
ation. ® Provide articles to electronic bulletin
® Provide information installation newsletter boards
on how computers twice a year. * Open house
can improve product- * Hold quarterly user ® Demonstrations
( ’ ivity. group meetings. ¢ Film series
N
.
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s Increase User Productivity

::a User productivity can be defined as a ratio of the number of hours a
N)

] Job took using conventional manual methods to the number of hours the same
¢ Job takes using an IC product; for example, if a user took eight hours to
do the job previously and it only takes one hour now, that user has

:,* achieved a productivity gain of eight. Experience from Army ICs has shown
‘ ﬁ? that productivity gains range from a low of 1.5 to a high of greater than
A:a: ten (10) depending upon the task and upon the productivity tool used.

' ﬂﬁ Higher productivity increases will be achieved when the tools are better *
:23‘ matched to the needs of the task and to the capabilities of the user. A

f?;? suggested first year target for productivity gains should be an average

,: gain of about eight.

‘tal

5&.' Improve_User/Data_Processing Relations

)

el The widely divergent perceptions of the users and the DP department

e have been discussed in Chapter 2. The IC should be organized in such a wav

'}Q} that all users approaching DP for assistance receive a single, coordinated

AT solution, not a competitive run-around between the IC and the DP
r;% applications development group. This does not imply that the IC has the
?:A final say or that it, in any way, controls the activities of the applications
';‘! development group. Rather, it implies that the IC should assist the users

~ = in formulating their requirements and in selecting the proper vehicle for
!tc: the development of the application to meet their needs. Those applications

Tl which are inappropriate for IC involvement can be better defined prior to
~I{: submission for development when the IC provides assistance to the users
}x;: prior to submission.

W Measurement of the degree of improvement in end user/DP relations is
‘ subjective at most. A possible means of assessing the change is through
- regular use of user satisfaction surveys which solicit information

oy regarding the user communities’ satisfaction with the services provided by
$: the DP department as a whole, including the IC.

i - Provide User Access_to_ Data

1,V

W

5&; User data needs may be separated into three categories: (1) private
& user data, (2) public purchased data, and (3) protected command data.
)

Private user data is defined as files of data created by individual end-

° users that other people do not really have a need (or right) to use. These
oW files include drafts of memos and reports, personal programs for analyzing
‘ Nj data, plans still in the formulating stage, etc. Public purchased data
hetd includes data extracted from public access time-sharing database services.
f*ia Protected command data is that which is contained in mainframe databases. -
etx It 1s this last type of data access that has a major impact on the planning
P'S for the IC.
Oy Management concerns arising from previding user access to command data
Y”#: include: (1) impact on mainframe response time due to user access to com

::. mand data files, (2} maintenance of data integrity, and (3) maintenancce of
hﬁ data securityv. Options for providing user access to command data range

' from no_access to read fextract) _only access to full read/write access.
i No_access implies that DP’/1C must be tasked with developing the means of
{{ﬁ pteviding extracts of data to the users. Routine or on demand updates of
o
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must be established, and that the user must then take the responsibility
for ensu: 1ng tnat updates (extracts) are made in a timely manner. Read/

change data in command files, possibly by-passing any editing and validity
> checking/auditing requirements that may exist for that data. For
data contained in STAMMIS or VIABLE systems, it has been mandated that

there can be no updates which do not occur through the system’s input
facilities.

Users' deta concerns include stability of data, volume of data, and
control over their data. Stability and volume relate to the frequency of
change and amount of change to the data during each update. Where their
data is not updated via extracts from central files, there is an attendant
risk of errors made while entering the updated data. Control over their
data includes accessing the data when wanted and controlling who, other
than themselves, can access the same data.

P o . "
Py

A measure of the degree of success in meeting this objective is calcu-
lation of the percentage of requests for data that has been fulfilled with
in the time constraints specified or provided at the requested intervals.

A realistic initial goal should be about 75 percent during the first year

:‘ and increasing to about 95 percent as the Center matures.
s - Control Proliferation_of Microcomputers
'.l
?. End-users will have a perception of an IC in terms of whether it is
Kt supportive, as a source of information and assistance, or controlling, in a
sense of being an obstacle or hindrance rather than a help. This
perception will likely be drawn as much from the methods used to exert
> whatever controls are applied as from the existence of the controls them
selves. The use of incentive-based techniques that encourage users to
- select hardware and software that has standardized can provide both
assistance to users and control at the same time. An example of such a
) technique is through establishment of various levels of support for the
. products in use in the installation. Standard products would be supported
LN in more depth than non-standard cnes.
2
~
& .
W Examination of the inventory of microcomputer hardware and software
S can demonstrate the degree to which the 1IC and the standard Army contracts
| ] have successfully influenced the acquisition of products.
- - Enpcourage_Introduction_of New_Technology
,v
:j As an agent of change, the IC can provide a means of introducing new
ol technology and methods into the workplace. This ensures that a state-of-
o the art technology is effectively introduced. Through its relation-
- ship to other ICs, the General Purpose Computer Support Center (GPCSCY, and
-{: the Small Computer Engineering Center (SCEC) the IC will be in a better
- position to evaluate new releases of software and new pieces of hardware
- than the end users. Therefore, the 1C should be the point of contact or
I interface between the users and vendors of new technology.
o
o
)
-l: 4 - 1 3
.{
L
)

A AT A A A PN e A RN A L AN T T X L DS
- ."‘,-:."'.{"‘f‘l-"’-' > '.\h ’ l'!’- LS " n) )‘ A J 0.'-" :‘:.an. .|.“.I...:.'.?’,R: -h!:' 00N, .l".!'!'::'» OOUUOLT AR M A XA X ANy W



w e s AL avates 20oad ot gt akha-afe ks Al Ak, 2l 4t, oty A%, Sha Al A Ria Ale Ble Slat M EEA A Ao ib i b liadhed it il _-.._1
Trerve v

:°B¥%

’ : - Improve Decision Making_Process

\ The IC contributes to improved decision making through making more
Dt data accessible to the user and providing the tools and techniques that

enable the user (decision maker) to evaluate more alternatives than

[ currently possible using manual techniques. It can also provide the tools
N which enable the user to examine various "what if" situations where the
i:€ decision must be made under a degree of uncertainty. These tools can also
’}Q: enable the decision maker to obtain more frequent, and even previously
. unavailable, reports to aid him in day-to-day operational management.
\
R - Provide Capacity Planning Data
'O . Evaluating and projecting end user computing requirements will provide
Yy vital capacity planning data for the DP department. Users’ data extract
o needs, for example, may seriously impact mainframe response time and
= production scheduling. Establishment of microcomputer links will impact
i) loading on installation communications facilities. Micro-to-main-frame
&& links will also have a definite impact upon mainframe loading.

: Reduce_External Time-sharing Costs
oy
®

. Where users have set up and are using outside time-sharing facilities,
~ ¢1ther because of a perceived lack of response from DP or because the
v proper tools do not exist on the mainframe, the IC may be able to provide

;'ﬁ users with the tools necessary to off-load some of their applications to
NN a microcomputer.

",

L}

S,v - Enhance_Data_Security/Privacy Consciousness

P

gl This goal includes providing the users with the training and education
oy Jaes pr ; .

ﬁ“ as 1t relates to maintaining the security and privacy of the data stored
¥ electronically in their work areas. It also includes development and

promulgation of procedures for backup, recovery, and physical security of
the hardware/software in their areas. It may also include provision of

EE* passw.rd and encryption capabilities where necessary.
3 -
A

Y,

i 4.4 DEFINE_ORGANIZATIONAL_INTERFACES

fat
lxj The placement of the IC within ISC has been established. However,
\af defining the IC's relationship with other organizations on the instailation
::: is part of the planning process. This step is placed before "decide
*:; service options” because the IC will need to define its relationships with
h " other providers of user support (e.g. CPO, DP, Tactical ICs) before making
,, final decisions about the services it provides. The IC will need to

L determine what resources can be shared, and which activities must be
?{ﬁ supported separately.
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4.4.1 Organizational Location

The IC reports directly to the DOIM as specified in AR 5-3. This
relationship is depicted in Figure 4-4. The IC provides a single point for
user contact to obtain information systems support, and access, as
appropriate, to USAISC resources (see Figure 4-5). The importance
of the IC mission makes it imperative that thce DOIM receive direct
reports from the IC. The IC will draw upon expertise within the
DCIM. urganizetson o satis:y many of the user’s needs. The IC
will also draw upon the ISC elements external to the DOIM to
satisfy the remainder of the user’'s needs.

4.4.2 1ISC_Technical Support Structure

The IC does not stand alone but is part of the entire technical
support structure, one that covers all aspects of the information systems
architectures in planning. ISC currently has various support systems
available or being implemented including:

- The Information Systems Engineering Command (ISEC) with the
General Purpose Computer Support Center (GPCSC) and Small
Computer Engineering Center (SCEC);

0&M Commands, such as the 7th Signal Command with its USAISC-
Pentagon and its Regional Data Centers;

Information Systems Management activities, such as PM Super
Computer, TACMIS, and other field offices.

Although all the resources listed above do not directly interface with
the end user, the user will receive the benefit of their expertise through
the local IC. Of special note are the GPCSC and SCEC. The GPCSC provides
customer service and general information services for NDI systems, such as
the INTEL 310 and IBM-PC. It will serve as the central point for
distributing information to all DOIM/IC organizations. It will also be the
focal point for all user problems and queries that cannot be resovlved at
lower organizational levels. A key function of the GPCSC is the certifi-
cation program, under which commercial equipment and software will be
evaluated to ensure that they work satisfactorily, are architecturally
compliant, have adequate documentation, satisfy established standards, and
can be supported. Another essential function of the GPCSC is a technical
review of state-of-the-art commercial equipment and software before it is
available to the customer base. Figure 4-6 depicts the three areas of
support provided by the GPCSC, and lists contact numbers.
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Support from the SCEC is requested through GPCSC. SCEC is an
operating section of the Computer Systems Branch of ISEC. The mission of
ISEC is to (1) maintain a laboratory facility for mini and microcomputer
hardware and software evaluation, prototype development, and demonstration;
and (2) provide consultative services to Army users and designers of small
computer systems worldwide. SCEC serves as the highest level engineering
activity within ISC responsible for all issues relating to micro/mini
computer hardware, operating sysiems, and communications. It also serves
as the highret lovel of hardware suppcit Availabie within the Army. The
major functional areas of the SCEC are shown in Figure 4--7.

4.3.3 DOIM ICs _and Tactical ICs

There may be several tactical units garrisoned at an installation
which has an IC. The installation, or DOIM IC is usually resvonsible for
providing additional support to these tactical units and the ICs formed for
these units. The tactical IC operates as a focal point for both the
tactical user chain and the technical support from ISC, while the
tactical unit 1s in garrison. Resources are maximized when
duplication of effort is avoided. To give an example of how this
works, four of the six tactical units at Fort Hood have developed
their own ICs. The tactical ICs fo.us heavily on training. The
tactical units can also take advantage of the training offered by
the DOIM IC, and make use of the help desk as well. Appendix E
describes the Fort Hood tactical ICs in greater detail. Formal
agreements, such as a Memorandum of Understanding will be useful in
defining the degree of support to be provided, be developed and that
the tactical IC include procedures for the tactical users to obtain
services from the installation’s IC.
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4.4.4 The_IC_and_CPO

LA

oy

During the planning phase the IC should determine how it can work
effectively with the CPO to provide training. There are several
possibilities. The IC can develop courses offered through CPO.
Alternately, the IC can teach microcomputer classes with its own staff, but
have those classes filled by CPO. Or, the IC can develop classes to
balance those offered by CPO. Training programs are an administrative
burden to the IC, so it is to the advantage of the 1C to make use of the
expertise of the CPO whenever practical. Many new ICs focus heavily on
training, which is offered in house. As they mature, the trend is to
contract out training or to shift part of the responsibility to the
organization’s training office. This trend is also found in the Army. A%
Fort Ord, for example, microcomputer courses were developed and scheduled
by the IC. Recently the IC turned over to CPO the function of scheduling
users for the training. At Fort Hood, a written Memorandum of
Understanding defines the responsibilities of the DOIM IC, CPO, and DAMO
with regard to the training offered by the IC. A copy of this document is
found in Appendix F.

-

4.4.5 The_IC_and Other DP Divisions

As set forth in the Army AR 5-series and discussed in Section 3.4.3,
there may be considerable overlap between the IC and the other divisions of
the DOIM directorate. The responsibilities of the IC and the other
divisions must be clearly established prior to the implementation of the IC
if there is to be a minimum of friction between the IC and the other DOIM
components. The functions currently assigned to the DOIM divisions are
summarized as follows:

- Coordinate and supervise the provision of information services
and products by all information operational! activities;

- Recommend the allocation/reallocation of resources to operational
activities for the accomplishment of the directorate mission:

Supervise the execution of information system life cycle
management ;

- Plan and supervise the execulion of information systems and
services training:

Plan and supervise the fielding and integration of new/upgraded
information systems;

Enforce compliance with existing information management policies,
standards, and guidance;

e o e L T o .".-:J\-‘(‘-:Jﬁ."‘;" ".";-“,;‘."'J' . . A,
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Recommend and execute procedures and policies to accomplish more
efficiently and =ffectively the directorate’s operational mission
with emphasis on the internal integration of information
subfunctional activities,

- Interpret, develop, supplement, and prom:lgate information
management policy;
f
Establish and maintain garrison and installation infourmation
management standards, goals, and objectives;

Develop, recommend, and monitor, as the functional proponent, all
civilian and military, manpower, personrel and training programs
related to the information mission area;

Develop garrison, and coordinate and integrate installation
information requirements;

- Develop and maintain garrison, and coordinate and integrate
installation information models and architectures;

i ;1i1date garrison, and provide comment concerning installation
tenants’' information requirements,

Develop, recommend, and integrate garrison and installation
technical information systems configurations;

Develop, promulgate, implement, and enforce data management
rrocedures and standards; 1

Kecommend information priorities;

- Develop and recommend garrison and installation information
support force structure/organization;

Develop and execute information management plans:

Develop and recommend information fiscal and manpower plans,
programs, and budgets;

Execute the garrison information budget ;

Review, analyze, and evaluate all information resource management
actions.

Logistics Support
Develop and execute logistics plans in the areas of meintenance,
supply, transportation, facilities, and personnel in support of

garrison-provided information systems and facilities;

Manage garrison, and monitor installation information asse!
inventories:
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- Provide logistics input into all information management plans,
programs, and budgets;

= Ensure adequate logistic support of all new/upgraded garrison
provided information systems.

4.5 Define Services to be Provided

The purpose of the IC is to provide tools and techniques that will
allow users to retrieve, analyze, manipulate, and present their data more
effectively without being required to become computer experts. These tools
and techniques are provided through a variety of services. Activities
offered and supported by ICs in industiry, the Army and other government
agencies are summarized in the chart on the following pages.

4.5.1

Several factors should be considered when selecting the number and
breadth of the services offered by the IC. Typically, ICs are in the
position of having somewhat static resources to meet constantly expanding
needs. Generally, it is easier to set parameters on services offered,
expanding them later, than to reduce service offerings. In spite of li-
mited resources, ICs can be very ambitious in what theyv accomplish. The
goal is to examine service offerings constantly to determine how to provide
them more efficiently and effectively. For example, one Center used to
schedule demonstrations twice a week. After a vear, it decided to
substitute quarterly product expositions. The result was that more users
attended the first quarterly exposition than had attended all of the
previous year’s demos combined. In addition, the expo format gave the
Center greater visibility. The activities listed for more than one service
category in the foregoing chart indicate a possible multiplier factor where
one activity can serve more than one purpose.
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C et msee ks o
}

Category:
- ' Generav|Change
ConsuitationiTraining |Support|Agent Activity: :
X Applications development (micro and/or
mainframe)
- X RppTications development Vibrary
- X RopTications probTem resolution
) X X |Classroom training
. X Computer based Tnstruction
A YT Cost benef1t analyses
””” - X Custom programming
T X Data adninistration
I X Data dictionary management
i TTTITTTX X X Demonstrations (by staff or vendors)
Y X Disaster recovery
R X Documentation
T X Electronic mail support
T X tquipment repair and maintenance
B { X X X |Expositions
X X [F1Im series
DR S X Graphics production
X Group purchases
X Handicapped employee assistance
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IC SLRVICES (cont'd)
Category: . §
eneralChange
Consultation|Training nggort Agent Activity:
Hardware and/or software acquisition
X Hardware and/or software conTiguration
— X X X ~ X |Hardware and/or software for hands-on
evaluation '
X Hardware and/or software for
production support
X Hardware and/or software installation
X X ardware and/or software Justification
assistance
X Hardware and/or software policy
guidelines or standards
X Hardware and/or software problem
diagnosis
X Hardware and/or software procurement
processing
X Hardware and/or software procurement
review or approval
X Hardware and/or software specifications
X | X [Hardware and/or software testing
and evaluation
X elp Tine, help desk, or hot line
X Tnventory management
X Linkage to data bases
X Toaner equipment
X Malnframe interface: monitor access
to corporate data
-X Maintrame intertace: down load
for manipulation on micro
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T SERVICES (cont'd)
Category: B
General{lhange
Consultation|Training [Support]Agent Activity:
X - Needs analysis and user requirements
definition
X X "X |NewsTetter
T X Oftice automation planning
) { Une-on-one training
B X Un-going applications support
T X PubTic domain software
D X X Resource groups and persons
T X X seminars
X ) System design
e X Technical Tibrary
R X X X Technology updates and briefings
h X Time sharing terminals
X X X X User groups
X X X X |User's guide
X X Video tapes
D 4 X X | X [Vendor display area
X X X X [Vendor Viaison
pit
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It is important for the IC to define and publicize clearly what ser-
viczs it will offer so users will know what they can and cannot expect. Thc
foilowing criteria, based on previous steps in the planning process, will
measure the potential effectiveness of a service or activity:

- Mission, goals, and objectives established for the IC;

- Installation needs;

- Number and diversity of organizations supported.
Available resources;

- Number of and diversity of products supported:

- Other available services;

- Future needs.

The success of the IC will be measured by its ability to meet stated
objectives. Therefore, the selection of specific services must be guided
by the mission, goals, and objectives established for the Center (see

Section 4.3). Sec.vice offerings provide the mechanism which enables the IC
to fulfill its objectives.

No two ICs offer exactly the same services because no two
installations are alike. The needs of the users, and the number and
diversity of organizations to be supported, help define the IC's services.
The needs assessment discussed in Sections 4.1 and 4.2 will be useful when
evaluating alternative service offerings.

The amount of human and financial resources availahble to support the
IC will have an impact on the services it offers. For example, ideally an
1C should follow-up with students individually after they have completed
instructor-led training to: (1) evaluate training effectiveness, (2)
reinforce concepts, and (3) encourage the user to continue to use the
Center. However, a Center with a limited staff might decide to focus its
training resources on classroom training. In this example, evaluation of
the training could be accomplished with written forms completed in the
classroom and the follow-up left to the initiative of the user.

The number of hardware and software products supported by an IC also
have an impact on the services offered by the Center. Where the organ-
ization has standardized list of a limited number of products, the IC can
provide in-depth technical assistance. Where there is a variety of
hardware and software currently in use in the installation, the IC may no!
be able to provide the same comprehensive technical assistance. Then the
IC must consider several alternatives. The Center may elect to offer
technical support for all products at an introductory level, or it may
decide to support some products in greater depth than others. If it is the
goal of the Center to promote some level of standardization, the Center may
encourafe this standardization by supporting specific products with more
services.
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If the users at an installation already have access to some computer-
related services, the IC should examine how it can avoid duplication of
effort. The Center may elect not to offer a service if it is already
available; it may decide to incorporate that service into the IC; or it may
work cooperatively and offer the service jointly.

When deciding what service options to adopt, it is advantageous to try
to predict what the need for the service will be and how it will chang~
over a period of time. For example, if the Center guarantees a three-hour
response time to requests for technical assistance, it must be prepared to
meet that guarantee when there is a significant number of requests.

ICs offer a variety of services. For example, the IC may provide
consulting, training, general support, and serve as an agent_of_ change.
Specific activities support each of these broad categories of service.
Because the IC is an integrated approach to serving end users, the service
areas often overlap. In addition, a single activity, such as a newsletter,
may support more than one service category. This point is illustrated in

the chart found in Section 4.5.

4.5.3 Consultation

Consultation has been defined as evaluating the user’s needs and pro-
viding an approach to meet that need. For example, the user may want to
know if his application is appropriate for a microcomputer and, if so, what
products will best satisfy his requirements.

New computer users often lack the confidence and terminology to ex-
press their needs. Sometimes the user may have only a vague notion of what
he wants to do. Usually, however, the user knows what he wants; he just
cannot express it. Therefore, the consultant often spends considerable
time helping the user identify his problem,

The IC might want to develop a check list of questions which the
user and the consultant complete together or which the Center gives
users in advance of their appointment with the consultant. This
mechanism allows the user to begin clarification of his needs.
Examples of ADP requirements ’‘request formats used by Forts Monroe and
Hood are found in Appendix F. The information gathered might include
the following points:

Brief description of the project:
- How the need is currently met:
Purpose of autoumating the task and expected outcome;

Potential impact of automating the task;
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- hHardware and/or software currently available to the user;
- User’s computer experience;

- User's criteria for selecting hardware and/or software (e.g., easc
of learning, particular specifications);

- Priority of the project;
- Anticipated time frame;
- Amount of user’'s time devoted to development;

~ How individual automation requirements fit into overall
automation architecture.

The Center may also consider requiring an IC orientation or a basic
computer literacy course before the user can make an appointment for
consultation. Several Army ICs, including those at Forts Stewart and Hood,

require that users take an introductory training course before they ever
receive a PC.

In addition to identifying the application need, the IC may also
essign the consultant the role of advising or assisting the end user in
determining:

- System design:
~ Hardware and software configuration;
~ Cost/benefit analysis;

- Sources for help in development of the applicalion (e.g., training
options, user groups, resource persons).

After the user has clarified his need, the IC often offers several
resources to enable the user to make a wise decision about which product to
use and/or procure. These might include such things as the following:

- GPCSC evaluations;

- Hands-on trials;

- Product demonstrations conducted by IC staff;

- Product demonstrations provided by vendors at periodic fairs or
expos, or scheduled individually;

- IC staff’s expertise;
- Third party evalualion in periodicals and reference guides;

- Vendor literature;

- Shopper’s course.
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One factor that may influence the user's choice is the availability of
support for different products in the IC. Providing technical assistance
and training for specific products may encourage his selection.

4.5.4 Training

Munv ICs consider training their primary function. A goal of the IC
is to enable users to become self-sufficient in satisfying many of their

information needs. It is the responsibility of the Center to teach the
skills the user will need.

There are a number of vehicles available for providing training to the
end user:

- Instructor-led lectures;
- Instructor-led hands-on courses:
- One-on-one instruction;

Commercially-prepared computer-based instruction (provided with
software or purchased separately);

- Video-based instruction.

In addition, instructor- led courses can be developed in-house or
bought from a company or consultant. While the IC may elect to use in-
house staff to conduct training, classroom training is available from man:
other sources. Options include the following:

- Local base education and CPO (see also 4.4.4);
- Contractors;

Colleges and universities;

Government Services Administration (GSA};
- Office of Personnel Management (OPM:;

DoD Computer Institutce;

The practice of developing and teaching courses in house gives the IC
greater control over quality. It also enables the training to incorporate
Army -specific applications and terminologyv. These activities require
tremendous staff resources, however. Consequently, the IC may decide to
direct users to other sources for training, or to secure training for users
from other sources.

1f instructor-led training is offered, the Center may expand its
training staff by asking expert users from functional areas to develop
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and/or teach courses. The advantage of this approach is that an individual
who uses a hardware or software product daily often will explore its
possibilities to a greater extent than someone who learns the product for
the purpose of teaching it. IC staff might be appointed to teach introduc
tory level courses, while the expert user might be asked to teach advanced
courses. Users frequently enjoy teaching occasionally but, because of work
responsibilities, may be available only once a month or every other month.
1T many expert users teach for the IC, this arrangement may increase the
time it takes to plan and schedule courses. In addition, the IC may need
to provide these expert users with formal or informal instruction on class
room techniques and communication skills.
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Another way to expand the training capabilities of the IC is to create
a train-the trainer program. This program trains existing trainers, expert
uscrs, and other interested personnel in classroom techniques and 1C cur
riculum. These individuals then provide the training in their own func-
tional areas. These training offerings may not be scheduled or monitorcd
by the IC.

During the Planning Phase, the IC should evaluate the effectiveness of
these approaches according to its specific situation. The Center may
determine there is a large need for general compuler literacy training and
instructor-led training would be effective. It may also conclude that the
need for training on a specific application package is small, so that a
computer-based tutorial would meet the requirement for training in that
area. Alternately, the Center might choose to use compuler and video
tutorials as a supplement to instructor-led training. If the Center deter-
mines that most of its users are computer literate, it may focus its
resources on providing technical assistance and opt to provide all
introductory training via video tapes.

Whenever po.s:ule, it is best to offer as many training alternatives
as possible. The Colonel with a tight schedule may prefer individually-
paced computer based tutorials that can accomnmodate his schedule. Another
individual might prefer group instruction where an instructor is always
available to provide help.

The IC will want to balance the miv of its training offerings to meet
the needs of both first-time users and experienced users. For example,
the IC should not get so focused on the backlog of personnel waiting for
introductory training that it fails to address the needs of more
sophisticated users. Initially, the IC mav need to concentrate on
introductory training, but eventually that need may dissipate and be
replaced by advanced training or new product training. Even from the
beginning, there will be a demand for intermediate and advanced
training. It is important to allow for this flexibility when building a
training program. In planning the curriculum, the IC may want to
consider having prerequisites for some courses to ensure a minimum
common experience level for students in the class. The IC may elect to
design an articulated training program with a suggested sequence of
courses, as shown in Figure 4-8.
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As part of the Planning Phase, the IC should establish the procedures
it will use to schedule classes/students, to record attendance, and to
evaluate courses. For example, the Center may wish to require an
application-for-training form establishing training need and current level
of proficiency. Or, the Center may make arrangements for these details
to be handled by the CPO. The Center will also need to decide what
hardware, software, and facilities it will need to support its training
efforts. If the IC offers classroom training, it will have to determinec
how many students will be in the classes and, if the course has a hands on
component, how many students will share a terminal or computer.

When the IC has determined its training offerings, policies, and
procedures, it should provide this information to the users in a general
user's handbook, a newsletter, or a separate document.

The 1C should provide an introduction for users. This orientation
might include the following:

= Relationship of the user to the IC;
- Introduction to the IC facilities;

- Introduction to the IC services:

- Levels and kinds of product support;
- IC operating procedures;

- How to use the IC’s services.

The IC can provide this information in several ways:
- Tour of the IC:
- Shori course;
Segment incorporated into training offerings:
- Slide or video show.
While this introduction could take any of the above forms, pertinent
information should be posted in writing and available in a user’s handbook

or brochure.

All computer training can be provided by one or more of the vehicles
listed above. It should include courses such as:

Introduction to computer concepts:
- Introduction to microcomputers:
Micro to-mainframe communications;

Introduction to databases;
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- Introduction to programming concepts;

- Introduction to problem solving using computers;
- Introduction to spreadsheets;
- Introduction to word processors;
Introduction to computer graphics;
Introduction to micros for _______ {specific management
level}:
Microcomputer svstem design and configuration:
- Introduction to micros for ___ (specific functional areas’:
= Introduction to artificial intelligence;
- Introduction to back-up and recovery procedures:
- Computer security;
- Hardware/software selection;
- Technical introduction to microcomputers:
- Introduction to ____(specific hardware/software product):

Introduction to programming with
software product)

Intermediate (specific hardware/software product):

- Advanced ____(specific hardware/software product’.

For the first-time user, the IC should provide a general introduction
to computer literacy. This course, designed for individuals with little or
no previous knowledge of computers, would emphasize practical information.
The major purpose of this training is to give users the opportunity to
overcome any hesitation or resistance they have aboutl computer techno-
logy. Topics might include:

Definition of concepts and terminology;
What computers can and cannot do;
How computers work;

Application demonstrations.
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The 1C may want to offer additional computer literacy courses, focus
ing on topics such as communications or databases; or these concepts may be
included as part of training on specific applications packages.

The IC will also need to offer training in the use of specific
hardware and software products, probably at the introductory and advanced
levels. A hands-on component will enforce the concepts presented.

4.5.5 General Support

Under the general support activities, the IC provides assistance in
the acquisition of hardware and software; a library; hotline support;
problem resolution: and access to other ISC resources, such as GPCSC, SCEC,
RDCs, BMA, etc.

Many ICs provide technical ascistance to users. This on-going support
is designed to provide help to users who are having problems with specific
software application or hardware products. For example, a user may requesi
assistance from the IC for a program he has written that is not working
properly. The IC may then advise the user on how to de-bug the program and
offer general guidance on programming techniques. Because a goal of the IC
is to enable users to become self-sufficient, even these technical support
activities might emphasize the techniques used to resolve the problem so
that, on another occasion, the user may be able to solve the problem on his
own. Technical support may include the following activities:

Hardware/software problem diagnosis;
Hardware/s .ftware problem resolution;
Disaster recovery;

- Product installation.

The IC may provide technical support through one or more of the
following mechanisms:

One-on-one assislance;
- Help lines/hot lines or help desks;
Reference materials:
Resource groups ’‘persons;
User groups.
Technical support in the form of one-on-one assistance is often aviil

able over the telephone or on a walk-in basis. However, complex problems
often require follow-up research, additional appoiniments, and sometimes

"house calls.” The IC may wish to describe all requests on forms in order
te record IC usage. In addition, in ICs where a staff member is no! alwnys
4-35
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available or on call to provide technical support, these forms record the re
quests for later resolution.

The difference in a hotline and a helpline is time. A hotline implies
immediate problem resolution, whereas the helpline implies guidance and,/or
assistance that is not of an immediate nature. A help desk may describe a
phvsical location where users can bring their technical problems, or it mav
implv the availability of assistance on a walk-in basis. Logs of requests
for assistance are part of the IC’s record of accomplishments, and also a
way to track problems until they are fully resclve. Fort Monroe’ automat:d
help desk log is described in Appendix E. Sample logs from Forts Monroe,
Hood, and Ord are found in Appendix F.

ICs may choose to require an appointment for any kind of technical
assistance. This approach gives the staff greater ability to manage and
control their schedule, but tends to detract from the benefit of the IC's
providing rapid response to problems. The users may perceive an IC as
1nadequate if appointments are required for all requests for assistance or
if there is too much delay in the IC’s responding to their requests. The
I1C may want to establish a response-time goal so that the users know what
to expect.

The IC may provide reference materials to substitute for (or supple-
ment} one-on-one assistance. Product manuals and reference guides may be
made available to users in the IC or, in some cases, be checked out of the
technical library.

One wav of expanding the technical support that an IC offers is to
create rescurce groups or identify resource persons. The IC may, for
example, sponsor a microcomputer users group within the organization.
Alternatively, the IC may ask knowledgeable employees to serve as
resource persons, to be called on when the IC receives questions in
the resource person’s area of expertise. Both resource groups and
persons encourage networking within the organization end, as a result
of the increased communication, duplication of effort or "reinventing
the wheel" can sometimes be avoided.

User groups sponsored by the IC promote the sharing of information
between different departments. In addition, they provide a way for the IC
to maintain contact with the user community. Typical user group activities
include demonstrations of new products and the sharing of problems and
solutions. Several types of user groups may be beneficial, including:

- General groups (e.g., microcomputer users);

- Product specific groups:

- Generic function groups (e.g., financial planners).

In additicen, these groups may be organized on the local installation or
regional level.
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~::: User groups have been used successfully at White Sands Missile Range
L0 for more than twenty (20) years. Four (4) different groups currently meet:
t}}ﬁ (1) Work Place Automation (WAS); (2) microcomputer; (3) Intel; and (4}
g?; scientific and engineering users. User groups meetings are scheduled

= mer thlv during duty hours. The first half of the hour-long meetings are

devoted to a formal presentation by a subject matter expert. The last half

52: of the meeting takes the form of e roundtable. where users share problems,

’

¥
2'»

solutions, and lessons learned. Meetings are advertised in the weekly
installation newspaper, and on bulletin boards.

P

The Fort Stewart User Group is scheduled to meet on the third
Wednesday of each month during regular working hours. 4he stated purpose
of the meetings is to:

"provide for information interchange, discussion of application
developments, and any other items useful to the group as a whole.”

All microcomputer users are invited to attend and anyone having an item of
interest may have it placed on the agenda. Speakers are usually obtained
for these meetings. The IC maintains a library of public domain software
under the auspices of the user group. This software is available to users
without charge. Users having an application that is of such general
application that it may be utilized by other users in the group, are urged
to submit the application for inclusion in the library. Forms and
instructions for documentation and submission have been distributed to the
user group m~mbers. Minutes of each meeting are distributed to all uscrs,
and may contain copies of other articles, notices, or announcements of
general interest. Appendix F contains examples of user group related
correspondence. Demonstrations, other than to the user groups, are
scheduled on an ad-hoc or as requested basis.

Even though the installation may have an existing library which houses
technical reference materials, ICs generally provide reference materials
for the convenience of their users. A technical library within the IC pro
vides a resource for both the user and the IC staff. Depending upon the
information systems activities at a specific installation, technical
libraries may range in size from a few periodicals on a shelf to a full-
service library. Before the IC opens, decisions must be made about the
contenls and administrative procedures of the technical library. The
library could include:
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Manuals, books, and periodicals;

Hardware and software manuals;

P
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- Commercial software products for hands-on trials:
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- Public domain software;

)

- Applications developed by end users;
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- Books on specific hardware and software products;

- Computer periodicals:
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- Reference guides;

- Vendor literature;

- Article files.

The IC will need to determine during the planning phase if the library

materials can be checked out and, if so, for how long. It may also decid«
that all the materials are to be used only for reference within the IC.
Another option the IC may elect is to combine these strategies. Some
materials, either because of their cost or popularity, may be designated
for reference use within the IC, while others may be checked out. Because
of software licensing restrictions and as & precaution against piracy, it
is not generally considered wise to make software products available for
lending {except for public domain software).

Many ICs are involved in some aspect of the procurement process. The
1C may become involved in the process in several wavs, including:

- Establishing guidelines and standards;

- Justification preparation;

- Procurement review and authorization:

- Negotiating purchases or requests for bids;
- Vendor liaison:

- Product distribution;

- Product repair and maintenance;

- COR/COTR responsibilities.

The Fort Stewart IC is involved in the procurement of micros through
the following: (1) determining technical configuration with the user,
specifically, will it work as the users anticipates, and does it fit the
standard information architecture, (2) receiving the equipment and veri
fving working order, (3! issuing the hardware and software to the user, and
-} conducting a four-hour introductory course at the time of delivery. 1In
addition, the IC maintains an automated report entitled the DOIM DPI In-
ventory Hand Receipt Report. This report lists all equipment and software
with the associated costs and serial numbers.

The IC at Fort Monroce has implemented procedures so that the user can
describe his functional requirements, and can be automated without the need
to understand ADP acquisition or equipment configuration. An outline for
the basic functional requirements for automation support is found in

Appendiw F.  The process includes the following steps: (1) define
requirements: (2 IC recommends configuration: (3) submit documentation for
approval: 4' submit request for procurement; {(5) perform site survev: 6

equipment delivery: (7) 1inventory and hand receipt to user; and (B)
epaipment installation.
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::}: The sequence for procurement of ADP resources at Fort Hood is as

S}; - follows: (1) user identified need; (2) IC analyst helps user identify

Ry requirements; (3) user completes capabilities requirements form (a copy is
:,ﬂ located in Appendix F); (4) requirement goes to the plans and management

X

office for approval;, (5) requirement goes to automation division chief who
transfers it to a program analyst when it is mainframe related, or to the 1C
when it is PC related; (6) the IC configures the system; (7) the
configuration, a project design plan, and a dollar estimate go to the us«r
for review; (8) item ordered; (9) user receives training; and (10) IC
provides installation assistance.
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.- Although this is primarily the concern of the GPCSC and SCEC the IC
may test and evaluate specific products for the installation, or individual
users. In some cases the IC may decide to recommend 8 standard product; in
others, the IC evaluations are made available to support the decision
making of the users. The IC may also create general policy and guidelines
regarding the selection of hardware and software products.

LG
I
'I ’l ‘l 5 ‘l

4

W_r"r -
‘ol

.
LI ]

The IC may prepare or assist in the preparation of, a written
Justification and cost analysis to fund the purchase or lease arrangements.
Some ICs require that they review and authorize all hardware and software
procurements, or those above a certain threshold. Knowing what products
are in use in the installation enables the DOIM to manage its resources
better. Also, during the review process, the IC may have the opportunity
to combine user requests and negotiate a lower price based on volume.
Alternatively, the IC may serve as a liaison between the vendor and the
user to ensure that the user’s technical requirements are met with the best
possible product at the best possible price.

As a part of its procurement activities, the IC may negotiate and
maintain a central maintenance contract for equipment. While the cost
savings of a large contract may be significant, the inventory control
system required would also be significant. A more practical alternative
may be to diagnose when a product requires repair and then to arrange for |
the repair.

Administrative support provided to the installation is described
below. Possible arees of support include:

- Mainframe interface;

LRP
|

Mainframe administration;

b4
ORI

v - Production support;

el

o

e - Information management planning.

[

A Although the IC mandate to-date is to support microcomputer end users,
ifii it may provide services to support end users’ access to mainframes. The IC
t’b may provide, for example, the following services to its users:

(o - Access to Army corporate databases;

@

f’ﬂz - Mainframe workstations;




- Time-sharing terminals;

- Downloaded data from the mainframe for manipulation on the micro;

- Links to remote computer services.

However, there are occasions when an IC will need to (or will choose
to) support mainframe administration. The benefit of this involvement
is the increase in end user awareness of the larger computing picture.
Mainframe administration areas include:

- Data administration and management;

- Data dictionary management;

Issuing log-on 1Ds and passwords:
- Allocating disk work space;
- Establishing profiles of data stored;

~ Document ing update/backup/recovery procedures.

ICs may support the production activities of the installation in
several ways. The IC may provide equipment which can be

- Scheduled in the IC on an on-going basis;

- Scheduled on a one-time basis for priority projects;
- Loaned in the event of equipment failure;

- Loaned temporarily.

To support the installation, the IC may house special graphics equip-
ment which could not be justified for a single application but would be
cost effective if shared. The same philosophy holds for other peripherals
such as high-speed printers, letter-quality printers, hard disks, etc.

The IC may become involved in one or more aspects of information
management planning, such as office automation efforts or electronic mail.
The staff may contribute to these planning efforts, or the IC may be
involved in supporting these efforts through training and dissemination
of intformation.

31.5.6  Agent of Change
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As an agent of change, the IC provides a means of introducing new
technology and methods into the workplace. This ensures that state-of the
art technology is effectively introduced into the installation.
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For change to take place there must be a sponsor, who legitimizes the
change; the agent, who introduces and implements the change; and the tar-
get, who must change. New technology will be accepted much more readily
if the target of change sees the benefits of the technology. Ther.fore,
any introduction of new technology must include a convincing demonstration
of how the technology will help the user.

It is the role of the IC to introduce new technoulogy into the
organization. The IC can provide current technology awareness through
several mechanisms:

Equipment display areas;
- Demonstrations in the IC;
Presentations at staff meetings;
A component of regularly scheduled courses:
- Special courses or technology updates;
- Newsletter articles:

- Information files;

- Making available the results of product testing and evaluation.

4.6 DEVELOP_STRATEGIC_PLAN

The stirategic plan documents the planning process and describes
the major events which must take place to accomplish the implementation
and operation of the IC. Specifically, the plan includes:

- Background information;

- A summary of the data gathered and decisions made at each step
of the planning process;

- A description of the implementation process and schedule;
A strategy for operating the IC:
Definition of how success will be measured;
A projection of .he future development of the IC.

The implementation section of the plan assigns responsibility for each
of the activities, and sets a schedule of events. Typical events to be
included in the schedule are identification and training of IC staff,
identification of training classes and courseware for the classes,

preparation of the 1C facilities, procurement of equipment and materials,
and advanced announcement of the opening of the facility.
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The plan also describes how the Center will be operated to ensure that
services are responsive to user needs. It identifies the mission, goals,
and objectives established for the Center, and the methods that will be
used to demonstrate the accomplishment of the same. The strategic plan
H also projects the future needs of the installation and the associated

\ impact on the IC in such areas as staffing, service offerings, facility
-kﬁh. requirements, and center operations.
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CHAPTER 5.0

IMPLEMENTATION PHASE

During the first, or planning phase the IC committee examined how t1he
IC could best meet the needs of the organization. 1If that preparatory
phase provides the foundation of the IC, the implementation phase provide:s:
the framework. This second phase focuses on the activities, policies, and
procedures that will prepare the IC for on-going operations. The exper -
iences of six Army installations (Fort Stewart, Georgia; Fort Monroe,
Virginia; White Sands Missile Range, New Mexico; Rock Island Arsenal,
Illinois; and Fort Ord, California) are presented.

The following activities need to be completed during the Implementa-
tion Phase:

- Select and train staff;

- Determine and acquire supported products;

- Facility design and site preparation:

- Establish operating policies and procedures:

- Implement and evaluate prototype IC.

5.1 SELECT_AND_TRAIN_STAFF

After the planning phase is completed, the first priority is to det
ermine how the IC will be staffed, and then to identify and assign person-
nel. Staffing early in the implementation phase allows for staff orienta
tion and will provide the manpower necessary to accomplish the remaining
activities of the second phase. It is not the intent of this guide to
indicate where IC staff will be obtained, but rather to provide some sug-
gestions regarding strategies for staffing the IC. Examples of how Army
installations have staffed their Centers are also included. Staffing
activities and considerations include:

Factors impacting staff size;

Staff qualifications;

Government classification series;
- Sources of staffing;

Staff responsibilities and roles:

Staff training;

Staff retention and morale.
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5.1.1 FACTORS_IMPACTING_STAFF_SIZE

Unfortunately there is no set formula for determining the size of an
I1C staff. A number of factors impact staff size:

- Requirement to support micro activity;

- Other IMA technologies supported by the IC;

- Number and breadth of services offered;

- Size of the user community;

- Level of computer literacy of the user community:
- Number and diversity of user projects supported;
- Available resources.

Given the extent of services offered by the typical IC, experience in
industry and in government agencies indicates five professional staff
members, on the average, are needed. The range is from one to eighteen.
The range of staff size in typical Armv installations is from one to
fourteen (see also Appendix E). When planning for staffing, some organ
izations develop ratios of IC staff to users. These formulae vary widely,
from one staff member for every 10 users, to one staff member for everv 150
users. While staff size may be related to the size of the user community,
ultimately the needs of the installation dictate the staff size.

Staffing is critical to the success of any organization. Like anv
service organization, the reputation of the IC will be created by the
individuals who staff it. The IC’'s services should be determined before
planning staffing requirements. The specific responsibilities and skills
of the staff will be dictated by the services to be provided by the IC.
The responsibilities of the IC staff are considerable, and may include:

- Assisting users in sclecting correct products for their applica
tions;

Providing education in the form of training courses and seminars:
Providing administrative support such as log-on IDs and passwords:

Arranging for access to authorized data and providing extracts of
that data as requested:

Providing direct support in problem solving, documentation tech
niques, debugging, test and evaluation, security and privacy
requirements, etc.;
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- Interfacing with other DP divisions on behalf of
the users;

- Assisting users in planning and justifying end-user computing
resource usage and acquisition;

- Providing technical support in resolving problems related to the
hardware or software, or system or product enhancements;

- Evaluating new technology to determine its applicability.

How staff functions are combined into positions may vary based upon
the number of staff slated for the IC. The following functions should be
covered:

~ Center administration and management;
- Marketing;

- Hardware and software consulting;

- Training;

- Administrative support.

The organization chart of the Fort Ord IC (Figure 5-1) indicates how a
staff organization has been structured at one installation. While each of
these individuals would have specific areas or responsibility, some act-
ivities may overlap. At Fort Ord, for example, the six civilian staff
members are all GS 334 series. Two are designated as PC trainers, two are
responsible for on-line support, and two handle hardware. IC management,
PROFS administration, and maintenance are tasked to specific individuals.
Although training is the primary responsibility of the PC trainers, they
also serve as consultanis. Because he already knows the individual, a user
may feel more comfortable asking a technical question of his instructor,
than the officially designated IC consultant.

5.1.3 Staff Qualifications

Two basic qualifications are needed for all staff members of the IC:
communication skills and technical skills. Solid technical skills cor:
responding with the needs of the installation are the backbone of an IC.
However, for the IC to be successful, IC staff must be able to communicate
technical concepts to non technical personnel. 1In fact, the second Cwrth
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IC Survey reported that survey participants identified communication skills
as the most important attribute for IC staff.

In addition, other qualifications for staff include:
- Interest in helping users;

- Independent work habits;

- Self-starter;

- Creative problem-solving skills;
- Flexibility;

- Business skills;

- Management skills;

- Sales skills;

- Training skills;

- Organizational ability;

~ Team player;

- Patience and persistence;

- Interest in keeping current with technological developments.

5.1.4 Government Classification Series

e e e e e e L A R md

Typically, government and Army ICs include some of the following
classification series: *

- sComputer Specialist (334);
- xComputer Assistant (335);

- Computer Scientist (151%};

: - Management Analyst (344);
- Communications Specialist (390);
- Program Assistant (301);

- Technical Information Specialist (1412);

T - Education and Training Technician (1702}:
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- Education and Vocational Training (1710);
- *Training Instruction (1712);
- Clerk/Tvpist (322).

Sample position descriptions, provided by Armv installations, for the
series marked with an ¥ are reprinted in Appendix F.

5.1.5 Sovurces_for_Staffing

The IC may be staffed by installation personnel, or a comhination of
installation and contract personnel. ICs at installations with a large
military presence often include military personnel on their staff. Three
of the case study sites, described in Appendix E, have military personnel.
The manager at one of these sites, Fort Hood, is a military officer.
Figure 5-1 shows how military and civilian personnel are integrated into
the Fort Hood IC organizational structure. The IC at Ford Ord uses mil-
itary personnel to man the help desk.

1T the IC decides to use in—house staffing, it can structure the staff
in several ways. The IC may want to establish a core staff and to supple-
ment the staff through short-term details from other functional areas on a
rotating basis. This structure has two advantages:

The number of permanent staff needed for the IC may be smaller;

- Functional members return to their respective areas as
"super users" who can provide on- going support to their
units and possibly reduce some of the demands for services
placed upon the IC. These individuals would be the
first source of assistance for users within their
functional areas.

There are some inherent danger§ in the concept of the "super user,”
both with respect to the initial identification of the individual and with
respect to his future availability. For example, the person initially
selected for rotation to the IC may be the one who can best be spared
‘e.g., all the "good" people cannot be spared). Upon his return from
rotation, the "super user” may become so involved with helping other micro
computer users that this activity has a negative impact on his job
performance.

Staffing some services of the IC with contract personnel may provide
needed flexibilitv. For example, when the IC opens it may be difficult to
predict the exact level of staffing required. Under a contract arrange
ment, provisions can be made to add or delete staff as needed. In add
ition, contractor staffing eliminates the need for the installation to
establish personnel slots for the IC, and unsatisfactory individuals can be
terminated more easily. The help desk at Fort Monroe is staffed by con
tract personnel; Rock Island Arsenal uses contract personnel to provide
training.
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The training needs of the staff will vary depending upon their back
grounds and the products and services supported by the IC. Because of the
service orientation of the IC, all staff will need to enhance their com
munication skills. In addition, staff orientation and training should
incl: e

Installation mission;

- IC concept;

- IC’s mission, goal, and objectives;

- Hardware and software products supported by the IC:
- Standard operating policies and procedures.

Because the approach of the IC will be unfamiliar to most staff, new
employee orientation should include a session on the IC concept. Special
emphasis should be placed on the fact that the IC and its staff exist to
serve the user. The IC staff must know (or find) answers to users prohlems
but, for the IC to be successful, the staff must also be perceived as ap-
proachable, helpful, and able to explain answers in non-technical terms.
The salesperson’s adage, "The customer is always right," applies to the IC
as well.

Before support on hardware and sofiware products can be provided to
installation users, the IC staff must be trained to use the products. The
depth of expertise required for each product will vary depending on how
widely it is used in the installation. If the IC plans to promote products
that are not currently in use, the staff must also have the expertise
required to convince users that the product delivers what it promises.
Various activities will enable the staff member to become proficient with
the product. He car become familiar with the overall scope of the product
through a class, demonstration, or self-study. Installing the product will
broaden his technical perspective. Writing start-up instructions for the
end- user will force the staff member to look at the product from the user's
perspective. To becomec thoroughly familiar with a software product, he
should also work with several typical applications to broaden his knc vledge
of the packape. Time and responding to user inquiries will further develop
staff{ expertise.
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In addition to developing product expertise, this training format has
another advantage. When the staff member develops start-up instructions
for the end-user, he is also producing an important product for the IC.
These instructions may be gathered into hardware and software procedural
notebooks which will provide a valuable reference for both staff and users.
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Product specjalists mav be identified based upon previous experience
and individual interest although, ultimatelv, the IC will need to previde
support for all the products in use at the installation. If the IC uses
the concept of levels of support presented in Secticn §.3.3 the same mu!rix

(Figure 5 4 can also serve as a training plan. Those supporting a product
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on an introductory level may not require any formal training, while those
providing advanced support will probably need classroom training and sign
ificant hands-on experience.
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Maintaining a high level of technical expertise when technological
advances occur continually is of utmost concern to the IC. Consequently,
staff training and development plans must be established. IC staff, in
order to stay current with the latest technical developments, may require
substantial training. Seminars, conferences, and product demonstration«
will contribute to maintenance of proficiency. In addition, the ava:l
ability «f the resources of a Technical Library, described in Section
4.5.5, 1s desiralile. Assigning personncl to be responsible for specific
products and journals will help to develop product specialists and will
spread the responsibility of keeping current with the technology among the
staff. |

1t is also essential that staff be thoroughly familiar with the 1C’s !
Internal Standards and Procedures Manual. This will enable them to re-
present the IC and its capaliilities accurately, to ensure that required
records are kept, and to help guarantee adherence to policies and pro-
cedures.  If the user is handled in an organized manner, made possible by
standards and procedures, he will feel comfortable and confident in the IC.
In addition, he will know what to expect on subsequent visits to the IC.
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5.1.7 Staff Retention and Morale

The selection and development of a good stuff is not enough to guar
antee high performance on an on-—-going basis. The IC must provide the means
for the staff to maintain professional competence and must develop meun
ingful career options for them. An upward mobility program developed by
the MITPERTIN IC is reprinted in Appendix F.  Training, both formal
training, and experience provided on the job is another way to sustain
staff. The working environmenl of the Center is stressful because of
constant user demands. Therefore, periodically the IC manager will need to
ask the staff to focus on the big picture,

5.2 THE_IC FACILITY

The iasks associated with establishing and furnishing the physicual
faci1lity are placed early in the implementation phase because of the lead
tim required to procure products, and perform anyv necessary site renov
ati1ons. During the implementation phase, the IC should identify, orde:,
and install furniture, hardware, software, or other items dictated by ite
service offerings, and submit any work orders need to prepare the site for
the I1C.
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. 5.2.1 Determine_and Acquire Supported Products
{ii Potential products to be supported by the IC will be identified during
S the planning phase based on: installation standards, the user needs survey,
u and the services offered by the IC. The IC can compile a wish list, and

determine priorities for making purchases. Some items, multiple copies for
I\ . . 0
5i- classroom "se, for example, may be needed immediately. Others, such as &
) projection unit, would be ideal, would not be considered essential. A
o generic shopping list could include:
[ T
A
Copies of standard software packages;

J]
t}: - Computer-based and/or video based tutorials;
o
\di Standard hardware and peripherals;:

f.
N
*‘ - Terminals;
%ﬂ“ = VCR;
:i: Graphics hardware and software;
LN

w,

N

:’ - Projection system (overhead, slide, or large screen);

,;j - Reference guides, subscriptions, and other library msterials;

5‘ - Surge protectors:

Related supplies (printer puper, plotter pins, diskettes).

The IC may acquire hardware and software products through purchase,
vendor loan, installation loan, or surplus. Vendors are often eager to
lend products to the IC. However, the IC should have a formal agreement
indicating a specificied loan period, and a procedure for equitable treat-
ment of all vendors. ICs also borrow equipment from the user community,
for short periods of time. For example, Fort Ord borrow:. six computers
from users to furnish its training facility, until it was able to procure
its own equipment. Surplus equipmen! can be used in the Center, even if it
is outdated. 1In its demo area, the Fort Stewart maintains most of the

> configurations still in use in the installation. This allows the staf{ to
" replicate a users situation, when they seek tu resolve his problem.
~
[
<
"L 5.2.2 Facility Design_and Site Preparation
I‘(
2%
) Planning the physical facility of the 1C includes three key considera

ti1ons: location, space allocation, and necessary renovations.
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Convenience s the most important requirement for selecting the loca
tion of an I€. If the IC is located near the user’s work site, it will !
eashior for him to take advantage of the 1C's services. A survey of Arm
mi-rocomputer users indicates that users go to the most onvenient source
whor seeking microcomputer assistance. The IC should be located on 4 route
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that receives heavy foot traffic. Such a highly visible location markets
the IC to potential users who may miss other marketing efforts: it invites
the attention of the curious.

The space must be large enough to accommodate all of the services the s
IC will offer. Although much of the space can he multi-functional, ideally
the space should also be divided into areas appropriate for the various
services, i.e., a large area for group training or demonstrations, a more
private space for one-on-one training or consultations. Staff work areas
and storage space must alsou be identified. The use of modular furniture to
divide the space promotes flexibility., which may be important as the s
vices of the IC evolve with the needs of the installation.

Once the space has been identified and divided into functional areas,
substantial effort will likelv be required to provide a conducive work
environment and to satisfy the physical requirements of the technology.
Because new users may be hesitant and resistant to computer technology and
because of the phvsical stress associated with using computer screens and
keyboards, every possible effort must be made to give the IC an inviting
and comfortable work environment. Human factors to consider and plan for
include non-glare lighting (adjustable if possible), privacy at the work
stuti1on, and easily adjustable chair, keyboard, and screen heights.

Wiy 5
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In addition to consideration for the user wiien the IC facility is being
annced, requirements of the technology must be incorporated into the
si1gn, such as the following:

Supplemental elertricityv:
Air-conditioning:
Static electricity control:
Phvsical security;
Disaster altering;
- Ducts or other provisions for routing cables.

Supplemental electricity and air-conditioning must often be provided
in order to make an existing space usable. A separate power supply may be
needed to avoid vol*age deviations and to assure adequate supply. In addi
tion, raceways for the power supply provide an ideal solution for the need
to supply current to numerous pieces of equipment and yet maintain a neat
appearance. Careful consideration must be given to the placement of sup-
plemental air conditioning units because these units are often extremely
n_1sv. Because static electricity can destrov computer data, space plan
mity should incorporate options for reducing static. Possible solutions
are

A humidifier (connected with the air conditioning system);
Anti-static mats and spravs:
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Provisions for the protection of the cables used to interconnect the
components of computer systems must be made. Options include either over
head cable trays (with or without a dropped false ceiling) or raised deck
ing to permit cable installation below the flooring.

while the space is being renovated to accommodate the equipment, it is
the ideal time to make any physical changes required to ensure the security
of the equipment. These changes may include dead bolt locks, alarm sys
tems, window locks, and heavy screens and./or bars.

Figure 5-2 illustrates the lavout of the support center facilities at
the Nuclear Regulatory Commission. Classroom areas arc located in a sep
arate facility.

5.3 ESTARLISH OPERATING POLICIES_AND OPERATING PROCEDURES

Operating policies and procedures fall into two categories: those that
define the internal operation of the IC, and those that define its external
operation. Internal procedures may include file naming conventions used by
the staff, for example. External procedures may define how long a user can
keep a periodical he has checked out of the library.

5.3.1 1Internal Operating Policies_and_Procedures

While a published external policies and procedures, or user’s guide,
should contain a statement of the IC’s mission and objectives, the internal
manual should include what will be done, how it will be done, and by whom.
It should be written as a procedural guide from the viewpoint of the IC
staff; for example, while the User’s manual may explain that a potential
user must obtain a log-on ID from the IC, the internal guide should tell
procedurally just how this can be accomplished. Formal written procedures
help ensure the smooth administration of the IC so that administrative
difficulties do not interfere with the service provided to the user. The
standards and procedures should include:

Individual responsibilities of each staff member;

- Procedures for determining uscr services required and criteria
for selection of applications to be supported:

- Procedures for establishing training courses, scheduling courses,
and evaluating training results;

Pracedures for providing direct assistance such as manning the
help desk, informal and formal consulting, etc.;

Procedures for monitoring and enforcing data security and privacy
regulations;
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~ Procedures for monitoring and enforcing microcomputer hardware
and software security policies;

- Procedures for providing technical support in testing new
products, investigating hardware and sofiware problems, etc.;

- Procedures for obtaining Data Processing assistance for data
extracts, database backup and restores, and distribution of
outputs;

- Procedures for resource planning, control, and justification;

- Procedures for marketing of the IC;

- Administrative procedures such as log-on ID assignment,

job accounting, internal reports, ordering hardware,
software, supplies, manuals, etc.;

-

- Procedures for measuring IC effectiveness;

P

Procedures for internal staff career advancement and training:

>/

- Procedures for contacting external activities such as the
GPCSC for assistance.
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It is important to establish and document the IC’s policies and pro-
cedures so thal users expectations are accurate. A user’s manua) is an
ideal way to make this information available to the user. Relevant sec-
tions should be posted in the Center. The following polices and procedures
should be defined:

Hours of operation;

- Hardware/software/library loan;

- Security;

- Levels of support;
Admittance/sign-in;

- Scheduling center services:
IC responsibilities;

- User responsibilities.

Most ICs are open normal installation working hours. Fort Monroe
recently extended its help line support into the evening hours. Some
centers use answering machines to record calls for assistance after hours.
An IC with a small staff will not be able to operate for as many hours as
the Center that can stagger staffing.
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; j If the IC loans hardware, software, or library materials to the users,
o the Center will need to specify a loan period. Most commerically available
o software comes with copy right restrictions. To protect itself legally,

: the IC should require the user to sign a statement indicating that he will
( not copy the software.

T,

- Software, documentation, and other IC assets are relatively portable.
o The IC may want to post specific policies restricting the kinds of mat-

" erials that can be brought into the Cenler {(e.g. briefcases, diskettes® to
- provide security to its assets. The IC may also ask the walk-in user to
; follow a sign-in procedure requiring positive identification and statement
K of intent.

“

o The IC should consider establishing a list of supported products, and
ad to describe the level of support it provides for each product. This concept
y: was also described in Section 5.1.6. Under this concept standard products,
( ‘ in wide use would be supported more fully than specialized applications.
o Levels may be defined as described in Figure 5 3.
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K LEVE] TYPE_OF_SUPPORT_PROVIDED

:’ Advanced Fully supported: all questions will be answered; IC

o will maintain copies of hardware and software for demos
[~ and hands-on trials: new users may be referred to a
o (new) later version that is compatible with this

: (earlier) version. {For example, dBASE 111 has

been replaced by dBASE III +. Current users of dBASE
111 receive advanced suppori, bul new users will he

P

_'\

~: strongly encouraged to implement their application
- using dBASF I11 +.)

2

i} Intermediate IC staff may have some expertise, but no in-house

training is available; no on-site hardware or
software is available for demos or hands-on trials.

Introductory IC has litlerature from various sources and contact
points outside the organization that may be con-
tz~ted for assistance.

-
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A sample support structure showing staff responsibilities at different
support levels is shown in Figure 5-4.

" Operating policies and procedures describe the services offered by the
“. 1¢ and how the individual can use those services. Are training forms ‘e.g.
»$ ‘a 1556 required? Appoirtments may be required for some kinds of consul-
> tations, particularly those involving application needs analysis, for

" example.
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i :ZVELS OF SUPPORT - Sample Support Structure

XYZ SOFTWARE PRODUCT
Highest Level of Support Offered: Introductory Intermediate

(circle one)
S i Introductory Intermediate Advanced
it Managar 0 0
Lonputer Speciaist ¢ 0 0
T ‘haical Information Specialist 0
Training Specialist [ 0 )
{ &/ Typist 0
g FIGURE 5-4
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Operating policies also describe the responsibilities of the IC and of
the user in satisfying the users’ information needs. The IC’s respons-
ibilities are delineated in Section 5.1.2. The users, in order to achieve
maximum benefit from the IC, also have responsibilities:

- Attend seminars and education courses, ensuring that any
prerequisites for the courses have been met;

- Plan and justify resources used, with IC assistance as requested:
- Code own applications (depending on the installation’s policy);
- Document own applications;

Adhere to IC programming/coding guidelines as promulgated in
the User's Manual;

- Research appropriate manuals to resolve own debugging or infor-
mational questions before calling for help;

~ Have appropriate documentation ready for the IC consultant when
he/she responds to a request for assistance;

Be committed to principles of privacy, security, and suitability
for usage of data;

[ W

Understand the problem from its business perspective;
- Ident1fy the data needed;
- Develop a business case and a statement of benefits;
Adhere to the policy prohibiting software piracy.
The table of contents for Fort Monroe’s Customer Support Division SOFs

is found in Appendix E.

5.4. IMPLEMENT AND_EVALUATE_PROTOTYPE_IC

Whenever it is feasible, a prototype project will greatly benefit the
1C. The prototype should be selected with care, because the project needs
s to be successful. For example, the IC may select a branch or division
- which has a keen interest in implementing end-user computing. This project

- gives the staff the opportunity to test how its procedures work. As the
® internal standards and procedures are implemented, they should be crit-
Vs ically evaluated to determine if any changes need to be made before the IC

o~ opens to the entire installation. The prototype project also gives the IC
:d the opportunity to demonstrate its capabilities to the user community. 1In
ﬁi addition, the prototype provides the IC with a success story to use in its
) initial marketing efforts.
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~ CHAPTER 6.0

¢

A OPERATIONAL_PHASE

S

b

l The planning and implementation phases of the IC are designed to

~ provide a solid base for the actual operation of the IC. Although sul:-

Q: stantial time and effort necessarily go into the preparation phases of the
}g Center, it is the operational phase of the IC that will be most visible to
AN

the installation. Maintaining a service facility such as an IC requires
the Center manager and staff to be responsive both to the day-to-day needs
of the users, and to the evolving needs of the organization. Successful
operation of an IC demands a significant commitment to the entire process

of planning, implementing, and ultimately operating the Center on an on-
going basis.

Y 2

LS
At

6.1 MARKETING

A RAR

The opening of an IC often creates a high level of interest that can
be capitalized on. Planning for an opening day or event requires a con-
centrated marketing effort. The focus of this marketing is to create
awareness of the IC. Special announcements to the media, strategically
placed leaflets, table tents in the NCO Club, and posters are possible
marketing mechanisms. Making presentations at staff meetings and special

interest groups is an excellent way to promote awareness and increase
interest.

N PR

P PRI W

g
L}

In addition to special announcements about the opening, the IC may
also prepare an IC brochure, the first newsletter, and a slide or video
- show to be used both in the initial promotion and after the IC has opencd.
Information includad in communications about the IC could cover:

IC concept overview;

- IC mission and goals;

- Introduction of IC personnel;
- IC services,;
- Hardware and software products supportied;

- Key policies and procedures.

6.1.1 Official Opening

Special opening-day events provide a highly visible focus for the
start of the IC. Speakers. representing ISC and others, will connote the
significance of the IC. Scheduled or on-going demonstrations of hardware

. p R DO N UM L
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and software products, and opportunities for hands-on experience are pop-

ular. Some IC openings are so successful that similar open houses are
repeated annually.

At an open house, when interest is high, is an ideal time to begin to
build information about the actual IC users. A mailing list database can

be started. Special application interests can be recorded for follow up
later.

6.1.2 Recording Marketing Efforts

From the first, the TC will want to track its marketing efforts io
provide information for future marketing. The IC may want to compile a
notebook with examples of the marketing materials it produces and copies of
articles published about the IC. 1In addition, photographing the opening
and other special events will provide visuals for later marketing efforts
and become part of the marketing record.

Developing a marketing strategv is an important aspect of the on-going
operations of the IC. Successful marketing will help to ensure the IC’s
own success. As soon as the IC’s mission and services have been est-
ablished, marketing efforts can begin. From that point on marketing is an
on -going effort made by the IC to communicate with the user community. The

1 D
-J:.-
oy Marketing is integral to on-going operations because marketing, if
ﬂt: successful, will generate users for the IC. The IC must plan how it will
:ﬁ- mect the demands produced by marketing.
) The purpose for marketing an operating IC are to explain the IC con-
:ﬁﬁ cept, to describe the services offered and how to use them, to elicit
.;ﬂ support, to invite use, and ultimately to assure usage. Initially, the IC
t}ﬁ will want to communicate its mission and services to the user. This need
~$~ never disappears but, after the IC is established, additional marketing
.' efforts will be focused on reaching new audiences and providing information
SN about new offerings or special events.
e :
e !
o !
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6.1.4 Targeted Marketing

While the message communicated mey vary, the key to every successful
marketing campaign is to target the message to a specific audience. This
means that the IC must know generally who its audience is and have data
about that audience. Information gathered in the User Needs Survey des
cribed in Section 4.2 will be valuable here as well. To targeted specifi:
groups, the audience can be divided in several ways:

- Management level;
- Functional area;
Department:
Level of experience (new or experienced user).

Marketing to management is one of the most crucial of all marketing
efforts for the IC. To ensure its continued operation, and to gain add-
itional resources when needed, the IC must have the support of those who
make the decisions controlling its resources. The IC must make sure that
the installation management (1) has accurate perception of the IC's role
and purpose, and (2) is aware of the accomplishment of the IC. Execut ive
management may lend its support to the IC initially for a diversity of
reasons. Some hopc the IC will cut down on the mushrooming DP development
backlog. Others view it as a way of modifying the users’ expectations of
an uncaring and unresponsive DP organization. User management may become
disenchanted because its expectations have been raised to too high a level
and it finds that the IC is not the cure-all for all its informational
needs. Often ICs provide a valuable service, much appreciated by the users.
However, if the IC does not make this information known, management may
never know. Some possible ways to market to installation management
audience are:

- Acknowledge and address concerns:
- Demonstrations of products of special interest to
managers (electronic mail, calendars, etc.);
- Providing evaluations of actual performances versus
planned accomplishments;
- Frequent updates, with information on use:

- Success stories.

6.1.5 Marketing Tools
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3:¢: incorporated into all of the dealings between IC staff and end-users. 1In
'“az- addition, a wide range of media can be used to market the IC, including:
L

], \i ¥

R W - Demonstrations;

t " - Open houses;

vk

L,

{:ﬁ. - Tours:

Yof L)

D

¢,¥, - Slides or video shows:

V)

KA, - Base newspaper articles;

‘hN

- IC newsletter:

¥

LAY

%‘:- - Management briefings;

" - Seminars:

AN

X \2::-: - Expos;

f '~

ey . . .

s}f: - Electronic and traditional bulletin boards;

o

T - User groups;

5?: - Testimonials from satisfied users.

-.'-\.

.:i( The IC at Fort Hood printed the card shown below for its users. Such
a card can be put in the phone card file, or taped to micro or terminal for
quick reference.

a
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o A copy of MILPERCEN's IC brochure is reproduced in Appendix F.
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3*{ A monthly, bi-monthly, or quarterly IC newsletter for IC users will
N 4 - help tc establish an on-going partnership with the user community. Such a
e publication can be distributed through internal mail, via electronic mail,
b < traditional or electronic bulletin board, or as a supplement to the base
( B newsletter. The newsletter could include:
'}:: - Listing of IC personnel and phone numbers;
_;-\‘
v'ii: - - New IC services;
‘ii - Training schedules and course descriptions;
%) ——
, 53 - Seminar schedules;
.“
jﬁr - New products available in the IC;
o -
P
t - Application development activities in user areas;
o - Product tips and suggestions;
»
f{: - User group activities;
M
'. - User information exchange (e.g., "have" and "want" lists):
1
;?. - Upcoming special events;
e,
>0 .
L0 - Case studies (ways computers are being used:
o
>
o

- New technological developments.

e

S
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OPERATING_A_RESPONSIVE IC

s

The IC could provide a set of the most efficient services possible
but, unless the services provided match the end-users’ needs, they will not

fg)ﬁi

-
X
.

— be useful to the users. The IC manager can use the following techniques to
.jﬁ ensure the services the IC offers best meet the users needs:
-2
L - Understanding the user population;
) . .
. - Creating a network of local support experts, i.e. functional
L - experts in each user area Lo provide input to the changing needs
e in their respective areas;
{:$ - Conducting regular market research studies;
®
Py - Building "feedback loops" into service offerings;
b "
>
w:; Doing capacity planning for facilities and staff;
O - Placing the support where it is needed;
o
;;E - Watching for the "user drop-out”
>
‘:-‘_
T::
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To be successful, the IC must translate its objectives directly into ‘
high quality service for its end-user clients. No organization can survive
unless its clients are satisfied and the successful ICs maintain a high
level of user satisfaction. User satisfaction is usually measured in terms
of speed, quality, and usefulness of the services provided. The speed and
usefulness of responses to users’ problems, either with software or hard- :
ware, are of prime importance. User dissatisfaction with the IC’s res- |
ponses may be characterized by a decline in requests for services or a
decrease in the user’s computer activity profile. Either case calls “or
imuediate corrective action in order to maintain the desired service
levels.

In order to develop and implement strategies for continued operational
success, the IC manager must maintain awareness of command strategies and
objectives, current technology trends; and end user computing needs. The
IC must remain responsive to the needs of its installation. The IC should
periodically compare the use of its services with the Center’s stated

mission. Use of services are a partial indication of need, and can provide
valuable information to the manager on how he should use his limited
resources.

6.3 MEASURING_THE_EFFECTIVENESS OF THE_IC

The IC manager must continually monitor the operations of the IC and
should be ever on the alert to capture success stories for use in continued
Justification of the IC, make on going justification a standard business
practice, and star* to ccllect appropriate statistics from dav one. Som«

N methods for collecting statistics relatce to IC usage:
s
r
‘jtj - Log visitor log (see Figure 6 1):
200
[ - Help desk log !see Appendix E):
;%L - Course evaluation forms (see Appendix E);
P,
7,
*§ - Capabilities statements prepared.
Lo
A
PY In addition to the usage statistics that are easily collected, the IC
1 must continually strive to obtain feedback from the users in terms of
' productivity improvements achieved and savings obtained. All of the fig-
o ures and success stories must be presented in the frame of reference of how
Wi the IC has contributed to the overall missions and objectives of the orgew
{fa nization. Productivity improvement, cost savings, and cost avoidance sta
P tistics 1nclude:
> Reduced outside time-sharing costs:
i
3:3 - Improved user productivity (new tasks accomplished not previous!ly
NC possible, or man hours saved over previous methods of doing
® tasks .
B
~j\ . . o
o - Headcount increase avoidance:
o
o
ol 6-6
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N IC VISITOR LOG SHEET
OAY

2. il Contfiguration Asst.
3. Sohware Problem

\ 4. Geners! IC Info.
|~3’ 8. Werung/Oemo Request

LN NAME PHONE OEPARTMENT | IN| OUT | CALL| WISIT

PURPOSE OF VISIT
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- Reduced overtime or compensatory time;

A - Reduced travel and communications costs;

- Reduced application development costs;

Pl PN

- Reduced program maintenance costs;

- Fewer DP-produced reports.

e 3

These figures should be presented to management at regular intervals.
These presentations provide an opportunity to increase management’s under-
standing of the IC's role and responsibilities in supporting the end user
community and to educate top management about end-user computing and its
tools. This education is necessary to provide an awareness of what person
al computers can do, as well as an appreciation of how these tools can be
used as decision support aids. It also serves to create an awareness on
the part of top management that learning to use personal computers requires

[ I S ¥

1™

;j time and a commitment, just as with any other tocl.

&

¥

W

e 6.4 OBSTACLES_TO_GROWTH

¢

"

) The manager should be concerned with identifying these obstacles and
N developing contingency plans to reduce the impact of them. The results of
A user and executive interviews and staff surveys will help to point out

X possible problem areas. Major obstacles encountered could include:

PV VI

Insufficient budget;

2 - Inadequate staff;
\
3 Mismatched support programs:
- Inaccessible data;
N User reluctance;
: - Poor DF support.
q
? € % EVAIUATION OF IC_SERVICES_AND_OPERATION
»
l
X The 1C must continually re-evaluate its internal administrative and
operational procedures in order to improve the quality of service provided

to the users. As new services/products are introduced, the current methods
of supplving support to these services/products may not be effective. In
addition, the IC must continually evaluate the utility of services offered
and products supported. Procedures must be established for setting up a

' ‘ransitional period when introducing a new service/product or dropping an
] old one.  The length of the transitional period can vary, depending upon
the degree of difficulty expected to be encountered in converting existing
applications to the new product.
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pv 6.6 FUTURE_NEEDS
S
-
“; Today’s environment is characterized by an ever widening gap between
K~ DP support resources, the application development process, and the IC’s
{ - ability to provide on-going support for an increasing number of users. The
aﬂ; IC should anticipate the need to support communications and network system:
5# and new easy-to-use tools, and help the users to find sophisticated wayvr to
2 _ accomplish what they want. In addition to the ever increasing number of

new users who must receive initial training in end-user computing, the 1C

s must be prepared to offer advanced training for the older or more mature
» users who are ready to utilize more sophisticated ways to increase their
;~¢ - productivity. The IC must be alert to recognize the changing needs of ths
aki . uscr community, through analysis of feedback, and be ready to respond to
::f these new needs when the users are ready for more advanced techniques. It
1S must be prepared to follow up on leads from users about new applications of
o~ old technology or new technology offerings, demonstrating to the users that
( the IC cares and is responsive to their needs and desires.
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APPENDIX A

TERMS AND ABBREVIATIONS

A.1 TERMS, ABBREVIATIONS, AND ACRONYMS USED IN THIS GUIDE............. Al

A.2 GENERAL COMPUTING TERMS AND ABBREVIATIONS........... ..
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APPENDIX A

A.1 TERMS, ABBREVIATIONS, AND ACRONYMS USED IN_THIS_GUIDE

————— a2

This part of this Appendix contains definitions of terms and abbre
viations used in this IC Planning and Implementation Guide.

Application A set of procedures, manual or automated, which sup
ports the performance of a business process

Audiovisual The use of sound and visual material or processes to
communicate information (Audiovisual functions in-
clude, but are not limited to, motion picture, photo
graphy, sound and video recordings, audiovisual produc
tion, graphic art, and audiovisual libraries.)

Automation Systems which use automated electronic equipment and
related information technologies to support information
procedures and processes in either tactical or non-
tactical environments (The technologies include, but
are not limited to, micrographics, word processing,
copiers, communications, printing, and general purposc
data processing.’

Baseline A baseline configuration consists of a current invento-

configuration ry of information resources and a pictorial description
of how that inventory satisfies the organization's in-
formation model

Binary The numerical base by which a computer operates - base 2
(Since a computer’s electrical circuitry understands
only the ON and OFF states, it operates on strings of
ON and OFF signals, which represent the numbers 1 and 0,
respectively, Thus the number twentv-nine is repre-
sented as 11101 in a binary code.)

CRT Computer-based training

Corporate data Data which is used by more than one department and usu-

(Command datea’ ally is stored in a centrally controlled file system
{This data usually requires that stringent verifica
tion/validation/auditing procedures be utilized.
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Data

Information
architecture

Information
management

Information
mission
area

Information
management
plan (IMP

Information model

Network

Node

Objective
configuration

Office
automation

A representation of facts, concepts, or instructions in
a formalized manner suitable for communication, inter-
pretation, or processing by humans or automatic means

A framework that depicts the relationships of all ele-
ments involved in information management within an or
ganization (Within the Army, it is used to provide a

blueprint for developing specific plans and actions in

the planning, control, and management of all Armv infor
mat ion. )

Activities which are required to plan, organize, ana
lyze, manage, and control information resources effec
tively

The resource requirements and associated information
management activities employed in the development, use,
integration, and management of information

A plan projecting information processing requirements
and capabilities used to obtain program and resource
allocation approval

A pictorial representation of the processes, informa-
tion classes, information flow, and elements of an
organizalion and all relationships among these factors

In data communication, a configuration in which two or
more terminal installations are connected

In a data network, a point where one or more functional
units interconnect data transmission lines

A means of depicting an organization’s optimum infor-

mation and resource capabilities needed to support the
mission {This configuration is not limited by resource
availability and is adjusted to reflect emerging tech

nologies.’

Svstems that use automated cquipment and technologies
to support information activities tvpical of an office
environment (The technologies include, but are not
limited to, micrographics, text editing, copying,
communications, printing, and general purpose di':
processing.)
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Peripherals

Private data

Records
management
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In a data processing system, any equipment distinct
from the central processing unit that may provide the
system with outside communication or additional facili-
ties

Data that is used within, one installation,one
department, or one individual is and stored in
locally controlled files

Includes activities concerned with the management of
correspondence; reports; forms: directives and publica
tions; mail; distribution; maintenance, use, and dispo
sition of recorded information: declassification of
recorded information; and the implementation of respon
sibilities under the Freedom of Information and
Privacy Act

Standard Army Multicommand Management Information Sys -
tems (centrally designed, centrally maintained and
modified managemenl information system that is operated
by one or more MACOM)

The Information Mission Area Program (the Army’s
program to manage, integrate, and approve re-
quirements in the three Army information areas: Tacti-
cal/Strategic, Joint/National, and Sustaining Base’®
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A.2 GENERAL COMPUTING TERMS AND_ABBREVIATIONS

Alphanumeric

Analoy

Artificial
intelligence

ASCII

Asvnchronous

Band

Bandwidth

Baseband

BASIC
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This part of this Appendix contains definitions of general terms and
abbreviations used in the computing industry.

Pertains to a character set which contains letters,
digits, and usuually other characters such as punctuu
tion marks

Pertains to representation by means of continuously
variable physical quantities such as voltage or sound
level (Contrast with digital.)

A hardware/software system that is designed to emulate
human responses of thought processes (Still in its
infancy, current Al research includes the area of "ex-
pert systems," which are programs that can approximate
the methodology of humans who are experts in a particu-
lar area of study.)

American National Standard Code for Information Ex-
change - the standard code, using a coded character set
consisting of 7-bit coded characters (8-bits including
parity check), used for information interchange among
data processing systems, data communications systems,
and associated equipment

Events occurring without regular time relationships,
unexpected or unpredictabl~ with respect to the execu
tion of a program

In data communication, the frequency spectrum between
two defined limits

The difference, expressed in hertz, between the two
limiting frequencies of a band

In the process of modulation, the frequency band occu
pied by the aggregate of the transmitted signals when
first used to modulate a carrier

Beginners All -purpose Symbolic Instruction - a high
order computer programming languagc
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Risvnchronous

Kootstrap

Y

Buffer

Bus

Fote

Channel

Chip

Cravial cabie

In asynchronous transmission, the unit of modulation
rate corresponding to one unit interval per second

Binarv synchronous transmission data transmis<ion in
which synchronization of characters is controlled by
using timing signals generated at the sending and re
ceiving stations

Term for a binary element; in the binary numbering
svstem, either of the digits 0 or 1; the basic unit of
information in computers

A program that starts a computer /Generally, "booting"
clears the machine memory, loads the operating svstem,
and sets up the machine to begin work on a particular
application.)

Bits-per-second - In serial transmission, the instanta
neous bit speed with which a device or channel trans-
mits a character

An area of storage that is temporarily reserved for use
in performing an input/output operation into which

data is read or from which it is written; synonvmous
with 1/0 area

One or more conductors used for transmitting signals or
power

A binary character string operated upon as a unit and
usually shorter than a computer word

In data transmission, a means of one--wav transmission
(Contrast with circuit with two-way transmission.’®

A minute picce of semiconductive material used in the
manufacture of electrical components (An integrated
circuit is on a piece of semiconductive material.®

A cable consisting of one conductor (usually a small
copper tube or wire) within and insulated from anothir
conductor of large diameter (usually copper tubing or
copper braid®
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CORCL Common Business Oriented Language - an "English-like,"”
high-order, computer programming language

Compiler A translation program that converts high-level instiue

r . tions into binary code
N
i
e Concatenate To link together, as in joining two word processing
g files

l:)
'*( CP /M- RE Control Program/Microcomputer-86 - a sixteen-bit archi-

tecture operating system based upon the Intel 8086

‘3 chip, under license by Digital Research

-~ —

WY
( : Cursor A movable spot of light on the screen of a display

S device, usually indicating where the next character
N will be entered

By

>
Sl
‘! i} CVT Constant Voltage Transformer - a device which maintains

voltage to a power line in a constant manner

]
'

v By

e
O
e
\

Daisy wheel An interchangeable element electronic impact printer,
offering faster print speeds than a selectric typewri
ter- printer and producing a fully formed character

- —~
x o

PEES ST

Data base A collection of data organized to suit a particular
- application (The term applies to both personal and
private information banks as well as to commercial data
services such as Compuserve.)

RFAES

2

$1$ Data The transmission, reception and validation of data
oy communications
P2
[
e nos Disk Operating System - a disk resident programming
‘{;. system that provides operating system capabilities
e
o
:?I Dot matrix A method of display character generation in which each
SN character is formed by a grid or matrix pattern of
.,ﬂ dots
! :- ,"
e
rl
’:;- Download To call for, and receive, a file from another comput.t
L .’
v,
24' DSDD Dual -Sided/Dual-Density - the capability to record on
e both sides of a diskette in dual density format
l\..
I,
.,E; AT
o
g
o
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Field

Full DPescenders

Hacker

Handshaking

Hard copy

Hertz

HOL

Interface

LAN
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A category of information in a data file, or a prompt
on a data entry screen (Fields in an employee file
might include name, address, and social security num
ber.)

The ability of a visual displav unit to project thr
full character of a lower case alphanumeric letter,
especiall, those having descending "tails" such as the

" __ " ot "_

lower case letters "p", "q", "y", etc.

A person "addicted" to computers: one familiar with
programming and/or the technical aspects of hardware
(It is more frequently used as a descriptive rather
than a derogatory term, except when used in connection
with the recent spate of teenagers who have penetrated
various computer systems and networks.)

The initial exchange between two data communications
systems prior to data transmission (The first unit
sends a signal, then waits for an appropriate signal in
response. The specific sequence in this exchange is
called a protocol.)

A paper printout (It is "hard" in the sense that it can
actuallv be held, as opposed to a screen displav.)

A unit of frequency equivalent to one cycle per sec-
ond

High Order lLanguage - a programming language in which
one statement, when processed by an interpreter or
compiler, generates several machine language instruc-
tions (Contrast with assembly or machine language.)

A connection between devices, systems, and use that
allows power or data transmission (A keyboard is a
user-to-machine interface.)

When referring to storage capacity, equals two to the
tenth power, or 1024 (bytes! in decimal notation

Local Area Network - pertaining to a localized data
communicat ions svstem
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translator

Megahertz(MHz)

Multiplexor(mux)

ey
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Operating system
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A general term for any assembler, compiler, or other
routine that accepts statements in one language and
produces equivalent statements in another language

A command that allows a few keystrokes to reproduce a
longer string of characters

One million hertz

One of the essential components of a computer’s central
processing unit; the area where information and pro
grams are actively stored and processed [Memory con
tains both ROM (permanent Read Only Memory) and RAM
(Random Access Memory, a temporary memory, the contents
of which can be modified at will).]

A device capable of interleaving the events of two or
more activities or capable of distributing the events
of an interleaved sequence to the respective activities

Software that controls the execution of computer pro-
grams and that may provide scheduling, debugging, in-
put /output control, accounting, storage assignment,
data management, and other related services

Pertaining to the simultaneous occurrence of transfer
transmission of bits constituting an entity of data
over a data circuit

Used as a method for error checking in binary code;
refers to an even or odd sum of bits (A special

bit, called the parity bit, is used to give each byte
even or odd parity. If the bits in a given byte in an
even-parity system add up to an odd number, an error
has occurred in that bvte.)

A contraction of the words "picture element"; the smal
lest dot that can be displayed on a system’s viewing
screen

A set of rules governing communication between two
systems

In microcomputers, generally refers to Read/Write
(RAM) memory which can be altered under program control
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Register

Read Only
Memory (ROM}

RS232

Sectors

Serial data
transfer

SSDD

Synchronous data

transmission

System memory

Topology

Tracks

Tree-structured
directories

UPS

N T T A

A storage device having a specified storage capacity
such as a bit, byte, or computer word and usually
intended for a special purpose

Non-volatile memory which contains commonly used
programs (ROM cannot normally be altered.)

An industry standard male to female hardware interface
pin connection

The smallest addressable space on a microcomputer’s
disk media; the evenly-divided sub-sections on a track
which hold the stored data

The sequential transmission of the bits constituting a
data entity over a data circuit

Single-Sided/Dual-Density - the capability of recording
only one side of a diskette in dual-density mode

Synchronous communication occurring when two computers
communicate using a common timing signal that tells
both when the next bit of data is being sent

Program- addressable storage from which instructions and
other data can be loaded directly into registers for
subsequent execution or processing (Contrast to auxil-
iary storage: disk, tape, etc.)

In data communication networks, a schematic arrangement
of the links and nodes of the network

(Refers to disk storapge media) Concentric circles on
a disk; the smallest physical division of data storape
on a floppy disk

A hierarchical arrangement of files on a mass-storage
device (Tree--structured directories allow directories
to be stored like files inside other directories. The
"root directory"”, or main directory, contains files
and, optionally, subdirectories. Subdirectories, in
turn, can contain additional files and directories.)

Uninterruptahle Power Source - that power source which
is normally on a separate circuit /line
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Utility

LTSS SV

A software program that performs a routine task (Such
tasks might include sorting, editing, printing, or
recovering lost data from a disk.)
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APPENDIX B

)
; This Appendix provides lists of regulations and standards that may
D apply to the planning, implementation, and operation of an Information
! — Center.
E:
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):.: _ B.1 ARMY AND DoD PUBLICATIONS
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K

ARMY REGULATIONS
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W
s
b7 AR 5-1 Army Management Philosophy
o
2%
( AR 10-5 Department of the Army Organizations and Fu:ctions
.
Ji:
oo AR 11-39 Army Command and Control System Program
R
9» AR 15-21 Army Command and Control Council
i;;
v AR 18-3 Automatic Data Processing Management Information System
‘:_,
. ~.‘
( ) AR 187 Automatic Data Proucessing Management Review Guide
1.- — AR 18 7 Data Processing Activity Management, Procedures, and Stan
i dards
by .
X _ AR 18-12 Standard Data Elements and Codes
g Series
Y
25} AR 18- 22 Army Inventory of Data Systems (AIDS) .
o
TN
!ﬂ AR 25 ] Information Management, The Information Mission Area Program
YO ( TIMAP)
o
“$
3 ) .
,\f AR 25 5 Army Information Management Program
.’
;:; AR 27-60 Patents, Inventions, and Copyrights
>
[
4‘:-‘ oy
-7 AR 34-4 Battlefield Automated Systems Interoperability Management
L
L
#2: AR 190-13 The Army Physical Security Program
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AR

AR

AR

AR

AR

AR

AR

AR
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AR

AR

AR

AR

AR

AR

AR

310--3

310 34

310 49

335-Series

310 16

340-17

340-18

34021

380-5

380-40

380-380

Preparation, Coordination, and Approval of Department of the

Army Publications

Equipment Authorization and Utilization Policies and Crite

ria and Common Tables of Allowances

The Army Authorization Documents System (TAADS)

Management Information Control

Safeguarding "FOR OFFICIAL USE ONLY" Information

Release of Information Records from Army Files

The Army Functional Files System

The Army Privacy Program

Department of the Army Information Security Program

Restricted Areas

DA Communications Intelligence Security Regulation

Policy for Safeguards and Controlling COMSEC

Automation Security

The Department of the Army Command and Control System

Operations Security

Communications Securitv

Control of Compromising Emanations

Supply Policy Below the Wholesale Level
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" - Reduce Software Development Costs
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e
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18 1-1 Army Inventory of Data Systems

18- 2 User’s Guide for Identifying Automatic Data Proccssing
Equipment (ADPE) Requirements

18-4 Data Processing Installation Review/Evaluation Checklist
18 7 Data Processing Installation Management Guide

18 -7 Automatic Data Processing Management Review Guide

18 8 A Software Resource Macro-estimating Procedure

18-12 Management Information Systems BASOPS Handbook for Commanders
25-1 Army Architecture

710 2-1 Using Unit Supply System (Manual Procedures)
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MILS 52779A Software Quality Assurance

.- MIL-STD-1815A ADA Programming Language

.§ MTL-HDBK -334 Evaluation of a Contractor’s Software Quality Assurance
y Program

DOD-STh-7935 DoD Standard, Automated Data Systems (ADS) Documentation
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This survey is being conducted for the purpose of identifying the
computer support regquirements of users as they relate to the estab-
lishment of an Information Center (IC). The 1IC will provide the
knowledge and skills needed to user microcomputer technology
productively. The expected benefits include improved productivity, im
proved quality of work products, improved responsiveness to departmern!
necds, and reduced waiting time for information required in management
decision making. Your feedback is important su that the IC can
cffeclively plan now to meet your requirements.

¢
?//I

'y

Please answer the following questions. If there are multiple
reports/queries that apply to the questions, please use additional sheets
to answer each part of the guestion for each report/query. Thank you.

o2

%%
f

1. Please describe your job (you and your subardinates) as it is
today.

2. As a part of your job, do you generate any reports or answer
one--time inquiries?

a. How long does it take you (percentage of your time)?

P
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d. Wwhat is the frequency of the reports?

- D-1

e dChdy
(ot o.-,t‘..'o,“",:‘l'a. Batdiehdta b

........ R e R
0™ N o e e R Y ,LB :C-‘I*‘JHM ﬁi‘*) 1%, <



=X

F‘\;ﬁ;&&;éf

I':l I’

SO
NN
SN R e

St

2 T
a2 \A
..f\\_‘."
C RPN
RIS
£ S TP TR W

"

W ey v
=

IR

KOS

-
.
1
4

o
o
Sl

AN

- -
P

“ (] fl."

SA

» -&—
LSRRI A

Is the data hard to get?

Is the data accurate?

Is the data extracted from existing reports?

Of the data that vou get, what percentage do you use?

Do vou have any special cut-off requirement?

What is the distribution of vour reports/queries?

Do you keep/store/maintain any data for vour own use”?
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a. Where do you keep this data?

b. What media is this data on?

c. Who else uses your data”

0, - 5. After you deliver a report, how often are you asked to change,
%ﬁ‘ expand, and/or modify that report”?

'(A.: ____________________________________________ -
s 0
s
oy e -
. »
{L. a. How much effort does it take?
o
7
h
e . .
% b. How much time does it take?
’ d"..-:
% |
e,
‘O 6. In generating your reports, what kind of special functions or
A, . .
- skills do you require? Check all that apply.
e 2. Mathematics (statistical analysis)
T b. Graphics
S
-2 c. Text processing
J I.‘ o
J (5K
ﬁ;: d. Electronic mail
®
ﬁq e. Subscription data services
"
 :§ f. Modeling
v g. Education (computer - assisted - instructions)
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With regard to the next 12 months, are there any planned changes

to vour mission, work processes, reporting requirements, auditing,
etc.? 1f so, describe.

What DP services are vou using todav?
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11. If you could have the opportunity to change things, what would
you do differently?

.
“l .
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b
U

T 12. Do you have any additional information that you feel would be
of interest to our study team?

i#g} 13. Please complete the chart on the next page, indicating the support
currently needed by you and your subordinates. Check both those needs
that are immediate, and those you anticipate in the next year.
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SAMPLE USER SURVEY QUESTIONNAIRE

e Support Needed by Users

NEEDS OF
CLERICAL USERS

NEEDS OF
PROFESSIONAL USERS

MEEDS OF
MANAGEMENT USEARS

One-on-One Training

On-line Osta Searching of Commercial Data Bases
Tochnical Lirary

User Grop
Hardware:

Modem

Personal Computer

Plotter

Printer
LapTop Computer
Torminal

immediate Future

immedists Future

immediate Future
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INFORMATION CENTER CASE STUDIES

INSTALLATIONS AT A GLANCE

White
Sands Rock
Fort Fort Missile Fort Island Fort
Stewart Monroe Range Hood Arsenal Oord
Cormand FORSCOM TRADOC AMC FORSCOM AMC FORSCOM
111 Corps Army
2nd Armd  Armament
1st Cav Munitions
: 6th Cav and
Activity/: Missile 3rd Sig Chemical
Tenants :24th Inf  HQ TRADOC Test CATA Activity T7th Inf
Military :
Personnel: 15,000 1,200 1,400 38,000 370 20,000
Civilian :
Personnel: 2,600 1,800 4,000 5,600 10,000 3,500
I1C
Planning :
Begun 05/84 10/85 10/85 83--84 09/84 NA
1C
Imple
mented 07/85 10/85 07/86 84 01/85 04 /85
IC 2C 14 C 1 FTC gcC 12 C 6 C
Staffing : 1M OM 9 PT C 3mMm OM 2 M
:912- 804- 505- 817- 317- 408-
POC :767-2036  727-3516 678- 1271 287-8466  782-2825  242-4567
Memo of
Product User Understand-Manager
: Standards Groups ing Re: Training &
Program :Backup & Auto & Net- Training Computer Train-
High- :Equip- Help Desk working & Tactical Coord- ing
lights ‘ment Log Expertise ICs inators Facility
Note: Information regarding number of military and civilian personnel, and

tenants and activities at each installation taken from ARMY: The Magazine
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FORT STEWART

Fort Stewart, Georgia is the home of the 24th Infantry Division, and
has a population of 15,000 military and 2,600 civilians, The IC at Fort
Stewart was officially implemented 1 October 1985 and encompasses the
functions of the former Automation Management Office (AMO). Many IC like
services were offered before the official implementation of the IC. In
keeping with the microcomputer focus of this guide, this case study centers
around the microcomputer end-user support offered by Fort Stewart, Micro-
computer support has been offered since 1984, Further description of the
IC is found in Appendix F, Figure E-1 shows which services are currently
being provided (height = 2) and those which will be provided within the
next year (height = 1),

The Fort Stewart User Group is scheduled to meet on the third
Wednesday of each month during regular working hours, The stated purpose
of the meetings is to:

“provide for information interchange, discussion of application
developments, and any other items useful to the group as a whole,”

All microcomputer users are invited to attend and anyone having an item of

interest may have it placed on the agenda, Speakers are usually obtained
for these meetings. The IC maintains a library of public domain software

FIGURE E—-1 SERVICES PROVIDED
FORT STEWART
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under the auspices of the user group. This software is available to users
without charge. Users having an application that is of such general
application that it may be utilized by other users in the group, are urged
to submit the application for inclusion in the library. Forms and
instructions for documentation and submission have been distributed to the
user group members. Minutes of each meeting are distributed to all users,
and may contain copies of other articles, notices, or announcements of
general interest. Appendix F contains examples of user group related
correspondence. Demonstrations, other than to the user groups, are
scheduled on an ad-hoc or as requested basis,

The 1C supports end-users with a terminal on a mainframe computer or a
stand alone microcomputer, and plans to initiate support for networked
microcomputers in the near future. It attempts to fully support software
purchased from a list of recommended software and will support other
software on a case basis. There are approximately 180 micros currently in
use on Fort Stewart, all in a stand-alone mode. The micros represent
approximately thirteen different models, and many more configurations. The
IC has a backup machine in its demo area for most of the different models

in use. This allows the staff to replicate a user’s situation over the
phone.

The IC maintains an application which defines various standard system
configurations. These configurations are primarily based upon the items
available on the standard GSA lists. Given a set of processing
requirements, the application can print out a configuration listing showing
the items to order, stock number, price, and provide an order total.

The Fort Stewart IC is involved in the procurement of micros through
the following: (1) determining technical configuration with the user,
specifically, will it work as the users anticipates, and does it fit the
standard information architecture, (2) receiving the equipment and veri -
fying working order, (3) issuing the hardware and software to the user, and
(41 conducting a four-hour introductory course at the time of delivery. In
addition, the IC maintains an automated report entitled the DOIM DPI In-
ventory/Hand Receipt Report. This report lists all equipment and software
with the associated costs and serial numbers.
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FORT MONROE

Fort Monroe, Virginia is the headquarters of the Army Training and
Doctrine Command, and has a population of 1,200 military and 1,800
civilians. Their IC was officiully implemented in July 1985; planning was
initiated in May 1984, An implementation plan for the IC, or the Physical
laformation Center (PIC) as it is called there, was developed. A draft of
that plan is found in Appendix F,

The Fort Monroe IC is located in the Customer Support Division (CSD)
of the Data Processing Field Office (DPFO). The IC is staffed by a combi~-
nation of civilian and contractor personnel, A summary of the sgervices
currently offered, and those planed by this IC are shown in Figure E-2,
Formal classroom training on microcomputer hardware and software is offered
by the Training Branch, Application Systems Division, DPFO.

FIGURE E-2 SERVICES PROVIDED
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SERVICES

The help/info desk was established in September 1983, to handle ADP
related hardware, software, and communications problem calls, The IC has
developed an automated help/info desk log, Information Center Events Pro-
cessing System, ICEPS to track the status of problems called in to the
help/info desk, This log is updated daily; the daily logs are rolled into
a weekly report. A monthly report is currently being developed, A sample
copy of the daily log is found in Appendix F,

Periodic demonatrations of new and existing hardware and software are
conducted in the IC. The IC also has copies of many of the most popular

E-4
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software packages availabie so that a user may come in and "test drive" a
given package before making the decision to buy. In addition, several
written overviews of populzr software packages have been developed and
distributed to the users. The IC is planning to start a newsletter and
User Groups within the next year.

Fort Monroe uses Information Systems Officers (ISOs), who are located
in the functional areas, and who have ADP knowledge. Users go to their IS0
first when they have a problem, then if the problem cannot be resolved at
that level, the 180 contacts the IC. The ISOs meet monthly. Users also go
through 1SOs for ADP procurement requests.

A single-user microcomputer standard has been identified for HQ TRADOC
and Fort Monroc. The IC strongly supports this standard, and provides
assistance to those using the standard products. Other, non-standard,
produc-ts, are in use, but the users are made aware that in-depth support may
not be available on these products.

The Fort Monroe IC is in the process of developing product specialists
in the areas of word processing, spread sheets, databases, project manage-
ment, and graphics. Staff development, in order to create these
specialists, has been emphasized.

The IC has implemented procedures so that the user can describe his
funciional requirements, and can be automated without the need to under-
stand ADP acquisition or equipment configuration. An outline for the basic

functional requirements for automation support is found in Appendix F. The
process includes the following steps: (1) define requirements: (2) IC
recommends configuration:; (3) submit documentation for approval; (4) submit

request for procurement;
(7

(5) perform site survey; (6) equipment delivery:
inventery and hand receipt to user; and (8) equipment installation.
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WHITE SANDS MISSILE RANGE

White Sands Missile Range, New Mexico is the Army's main missile test
site and has a population of 1,400 military and 4,000 civilians, Computer
users have traditionally been supported at White Sands jointly by the
Computer Systems Directorate (CSD) and the data communications shop.

1 July 1986 marked the official beginning of the IC. The IC had been planned

since October 1985, A summary of the user support services offered by
White Sands is shown in Figure E-3, Services planned, but not currently
offered are also indicated,

FIGURE E—-3 SERVICES PROVIDED
WHITE SANDS MISSILE RANGE
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SERVICES

User groups have been used successfully at White Sands Missile Range
for more than twenty (20) years. Four (4) different groups currently meet:
(1) Work Place Automation (WAS); (2) microcomputer; (3) Intel; and (4)
scientific and engineering users. User groups meetings are scheduled
monthly during duty hours., The first half of the hour-long meetings are
devoted to a formal presentation by a subject matter expert., The last half
of the meeting takes the form of a roundtable, where users share problems,
solutions, and lessons learned, Meetings are advertised in the weekly
installation newspaper, and on bulletin boards.

Training is sponsored by the Scientific Systems Division of the CSD,
An annual training needs survey is conducted, and training for the entire
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year is scheduled based on the survey. A copy of the needs survey, and a

course evaluation form are found in Appendix F. Actual classroom training
is conducted by contract personnel, but the course curricula is set by the
staff.

White Sands conducts an annual survey of all elements on post to TW
solicit information on applications in use, including software developed by
users. The survey results in a published catalog which lists the
application area, how the software is used, the organization, and a point
of contact, for each application. IC also maintains an automated
library of public domain software available to users without cost.
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FORT HOOD

Fort Hood, Texas is the headquarters of III Corps, 2nd Armored
Division, lst Cavalry DIvision, 6th Cavalry Brigade, 3rd Signal Brigade,
and Combined Arms Test Activity and has a population of 38,000 military and
5,600 civilians, The IC at Fort Hood has been in existence since 1984;
planning for the center was begun during 1983-4, A summary of those
services currently offered by the IC, and those planned, is shown in Figure
E-4, In addition to the current centrally located IC, two additional ICs
are planned at each end of the post,

FIGURE E-4 SERVICES PROVIDED
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SERVICES

Training is offered and conducted by 1C staff, Users are required
to participate in training before they are issued a PC, The IC offers
training on the installation's standard software packages, and provides
training geared to managers as well,  The Civilian Personnel Office (CPO)
conducts a semi-annual training requirements survey, and schedules students
for training, Both civilian and military personnel are eligible for
training. A local college has agreed to accept courses offered by the IC
for credit, The responsibilities of the DQIM IC, CPO, and DAMO are described
in a formal Memorandum of Understanding. A copy of this document is in
Appendix F,

E-8
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The four (4) of the six (6) tactical units at Fort Hood have
established their own ICs, which focus heavily on training. Users begin
with the vendor supplied tutorials that come with the software packages.
They then progress to paper tutorials, developed by the tactical ICs, with
exercises based on work requirements. When the user has completed this
tutorial, he develops an application, with the help of the tactical IC,
specific to his job situation. This training sequence may take place over
a period of several months, with the user spending approximately four (4)
hours a week in the tactical IC. An Information Management Council is
. planned, which would bring together or a regular basis the tactical unit

information managers with the DOIM and staff.

The sequence for procurement of ADP resources is as follows: (1) user
identified need; (2) IC analyst helps user identify requirements; (3) user
completes capabilities requirements form (a copy is located in Appendix F);

(4) requirement goes to the plans and management office for approval; (5)
requirement goes to automation division chief who transfers it to a program
analyst when it is mainframe related, or to the IC when it is PC related;

{6 the IC configures the system; (7) the configuration, a project design plan,

;5 and a dollar estimate go to the user for review; (8) item ordered; (9) user
] ﬁé receives training; and (10) IC provides installation assistance.
L

:liﬁ The Center estimates that 90% of the users purchase the installation
S standard hardware and software products. The IC does not promise to

‘27; provide in-depth support of products not listed on the standard list.
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ROCK ISLAND ARSENAL

Rock Island Arsenal, Illinois is the headquarters of the Army
Armament, Munitions and Chemical Command and has a population of 370
military and 10,000 civilians. The IC at Rock Island was implemented on
1 January 1985 and a reorganization was expected 1 October 1986, Planning
for the Center was initiated in September 1984, The installation has been
working with an IC like concept for more than eight (8) years. A summary
of the services currently offered by the IC, and those planned, is shown in
Figure E=5,

FIGURE E-5 SERVICES PROVIDED
ROCK ISLAND ARSENAL
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SERVICES

The IC at Rock Island has developed applications for users; an
atypical function for an IC. Working closely with the end-user, a Manpower
Tracking System, an Acquisition Tracking Center, and several other
applications have been developed for the installation,

The IC has developed a training course for managers, which includes
demonstrations of the software packages most widely used on the Island.
The course was prepared and is presented using Energraphics software, and a
projection unit., This program has top management support, and has been
recommended by the Commanding General. A copy of the DF to all Rock
Island directorates, and a course outline is included in Appendix F.
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:“}j The IC surveys users every two (2) to three (3) three months to
:C{ ascertain training requirements. Responses are returned on a DF. The IC
_¢:3 = offers a three (3) day training course which is conducted by the Chicago
,ixj branch of the Office of Personnel Management (OPM). Commercially available
ey paper and computer based tutorials are also available for users, by
g - -- appointment.

'
*é; Each diractorate at Rock Island has a Computer Coordinator (CC).

v This is a full-time staff position. The CCs function as mini ICs. Users
e go to their CC first, when they have an ADP related problem. The CCs set
t*? up applications--often providing user friendly menus, distribute passwords,

")_ and provide one-on-one training for users. The CCs use the IC as a resource
: s when they need additional. Because the CCs are located in the directorate,
s their knowledge of the particular business area is often useful when

) ': helping the user.
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FORT ORD

Fort Ord, California is the home of the 7th Infantry Division, and has
a population of 20,000 military and 3,500 civilians. The IC was an
outgrowth of the 1983 ISP; the Center was officially implemented in April
1985, A twoc year projection of work tasks was formualted in November 1985,
Currently the IC occupies two (2) buildings. One building is devoted to
training, and is also the location of the help desk, The second building
includes staff offices, and the software library., A summary of the IC's
services, both those currently offered and those planned, is found in
Figure E-6,

FIGURE E-6 SERVICES PROVIDED

1y
)
x
—3
o
)
o

N NNNNNN NNN NR
NN RN N N N
WA NONANAARAAN AN
N NNRNNNNRNNN NN R
NNRNRN NANNNNNNNNNN R
INININE ENENINUNTNTNININ S N TN SN
SN AN SR
SINININ SN SNININNNININNINRININNR
N N N \%\ \\\\\\ b\ \b‘\\
89EQ58;<"68235,8%28383823
b = L33 °©5 0K G ->x 5
il 2 $¥y “rtrgzi
a o T > >

SERVICES

The IC has developed training courses, which include paper tutorials,
These tutorials allow the user to replicate the classroom exercises after
he returns to the office. An outline of one of these tutorials is found in
Appendix F, The classes meet for half a day, for one week. The
instructors, members of the IC staff, are also available for one~on-one
consultations with users., The computer classroom is also available to
users when courses are not in session, The classroom is currently
furnished with six (6) PC borrowed from the functional areas; the IC has it
own PCs on order, Initially, the IC scheduled users for training., This
function was recently turned over to the CPO, The IC is currently
considering arranging classes according to GS grade level to ensure more
homogeneity in the classroom,




A trouble tracking sheet has been developed by the IC. A copy of this
sheet is located in Appendix F. This system ensures that trouble calls are
followed until the problem is resolved.

The Center maintains a software library which contains four (4) to six
. {6) copies of popular software packages, including several tutorials.

“% Users can check out software from the library.
»
. . Hardware and software is hand receipted to the users from the IC. The
} 'S I1C manages the contracting and configuration aspects of procurement.
A )
o8 Moneys are transferred to the IC for purchases.
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. APPENDIX F
i,
- MATERIALS DEVELOPED BY ARMY ICs
. TRAINING
o DOCUMENT TITLE INSTALLATION PAGF,
3:3 ‘ EDUCATING MID/HIGH LEVEL MANAGERS  ROCK ISLAND ARSENAL F 1
e NEEDS SURVEY WHITE SANDS MISSILE RANGE F &
DOTM STUDENT INFORMATION (FORM) FORT HOOD F-7
CLASS QUESTIONNAIRE (EVALUATION) WHITE SANDS MISSILE RANGE F-9
PARTICIPANT EVALUATION FORT HOOD F-11
MEMORANDUM OF UNDERSTANDING FORT HOOD F-13
DOS/MICROS TRAINING COURSE FORT HOOD F-15
LOTUS 1-2-3 INTRODUCTION (TUTORIAL)} FORT ORD F-37
\A-J
~&3 PROBLEM_TRACKING LOGS
N
-~ DOCUMENT TITLE INSTALLATION PAGE
°
ol DAILY REPORT FORT MONROE F-41
o PROBLEM REPORT LOG FORT HOOD F-53
Ao IC TROUBLE SHEET FORT ORD F-55
-
2 USER_GROUPS
e
-, *
AN DOCUMENT TITLE INSTALLATION PAGE ;
L :
Ll
- MICROCOMPUTER USER GROUPS MEETING FORT STEWART F-57
-
N
o ADP_REQUIREMENT /REQUEST
LR
o DOCUMENT TITLE INSTALLATION PAGE
N BASIC FUNCTIONAL REQUEST FOR
Y AUTOMATION SUPPORT FORT MONROE F- 63
SO CAPARILITY REQUIREMENT FORT HOOD F-69
3
e IMPLEMENTATION_PLANS
x =22 s
e DOCUMENT TITLE TNSTALLATION PAGF
~
~

p PIC IMPLEMENTATION PLAN (DRAFT} FORT MONROE F-73

Y e ™ & o W, -"--‘
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SOPS

L)
"
L)
#

DOCUMENT TITLE INSTALLATION
: CUSTOMER SUPPORT DIVISION SOPS
i OUTLINE FORT MONROF.
k)
v
L POSITION DESCRIPTIONS
. DOCUMENT TITLE INSTALLATION
A MISC FORT STEWART
. MISC FORT MONROE
L MTSC® FORT HOOD
; (MISC FORT MCPHERSON
',v
3
\ INDIVIDUAL DEVELOPMENT PLAN
1
ﬁ DOCUMENT TITLE INSTALLATION
g UPWARD MORILITY PLAN MILPERCEN
N
(] USER_GUIDES
k- DOCTMEXNT TTTIE INSTALLATTON
5 ADP INFORMATION GUIDE
b TABIE OF CONTENTS) FORT HOOD
A\,
)
. NEWSLETTERS
L DOCUMENT TITIE INSTALLATION
[]
: MILPERCEN 1C JOURNAT MTLPERCTN
N DOIM IC NEWSLETTER FORT HOOD

BROCHURES

N DOCTMENT TITLI INSTATTATION
-
3 '.S. ARMY MILPERCEN IC MILPERCEN
(]
3
)
[}
)
[)
[}
: F i
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"
y
PAGE ﬁ
1
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e
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PAGE ]
F- &
F-89 ,
F-101 ;
F-127 :
»
3
'
'
PAGE 3
»
F-153 \
"
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‘i
"y
4
PAGE ]
1Y
=3
F 15 Zf
4
3
'Q
]
'i
PAGF o
F 163 :
F- 160 2
N
‘
]
J
PAGE ¢
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oy IC_PROGRAM DESCRIPTION

"
:'0 ’ DOCUMENT TITLE INSTALLATION PAGE

" -

ra

FORT STEWART INFORMATION CENTER FORT STEWART F-183
FORT ORD INFORMATION CENTER FORT ORD F-185
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S
° ROCK ISLAND ARSENAL
5 ™ DISPOSITION FORM
.:-:.. Foruse of this form. see AR 340-15. the proponeni agency is TAGO.
::{ [iiseas~ce OR OFFICE SYMBOL SUBJECT
. WMSMC-MSS-1 Educating Mid/High Level Managers
Ty
L "
& 170 a1L prrecTORATES FAOM  aMsMc-Ms DATE 0 2 JUN 1985 CMT1
s Mr. Christison/jer/22825
I :
"'0
\ |l. The CG has recently recommended instruction for mid/high level managers in an abbreviated
L rorkplace automation course. The purpose of this instruction is to give the manager an
:3 iwwareness of the capabilities and to share experiences in using the new high tech tools.
P
"
,i}: 7. The course will survey recent developments in hardware/software and provide demonstrations
j{: A how they are being applied to assist in improving productivity in the workplace (encl).

Many areas have reported a 15-20 percent increase in productivity with isolated cases of
80 percent. The use of these tools has contributed to cost avoidance in the millions of

o lollars.

N

L e}

Soat l3. Training sessions will be held each Wednesday, starting 04 Jun 86 (1200-1500) in the

o "MSMC-MSP conference room, building 104, 2nd floor, west wing.

N
o

® 4. To implement this training, request each directorate appoint a POC to coordinate scheduling
oo Foicn AMSMC-~*SS-1, Ralph Christison, extension 22825.

'.’: P -

Ve | ; ")W%LLLoL

2.2Z6

1 ael DAVID L. O'MELIA

St iAs stated Director, AMCCOM Information Management
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Aaatel EDUCATING MID/HIGH LEVEL MANAGERS

s I. Workplace Automation Tools
- Commant MENY
< ".-‘ a. E'MAIL
t
- b. Word Processing (Damo\
7
% -’I
R, ¢. Spreadsheet (Demo)
\:'
’r d. Data Base (INFO, (DEMO) PC-INFO, FOCUS, dBASE III)
_‘ e Graphics
"
:':, f. Project Management (Display)
. \4-'
ony g. LSSA Tool Kit'
? h., MFWS Concept
o
'-’::{ II. Networking (Connectivity)
SRS
o a. PRIMENET
’ b. LAN, SUBLAN
f\_-
" c. DDN
B0,
f\\:}' II1. Training Sources
NN
3 a. OPM (LOTUS, dBASE, WORDSTAR, CROSSTALK)
A
o b. INTEL (Chi)
L
Ly c¢. Local Community Colleges (SCC)
. d. Information Center
PR
oo e. AMETA
0
U]
‘;:j IV. Information Management Plan (IMP)
'.-:'4
a. Approval
L J
¢ “.'
o b. Funding
- N.
-f'\.
NN
l-.‘h
"
OO
o
Ao
R
A ]
S
[
EAr
.""a
T A Ry R O e O AW AT 2
P ', “« ¥ - s Wy * ; 2 e R _ S [ Al &




Hardware Availabilicy

a. PRIME MINI (PRIMOS/UNIX)

b. INTEL MICRO (UNIX)

l..

a
oo c

MICRO (MS-DOS)

-
”

d. DA MINI

2B

e. Tri-Service (Zenith)

VI. Interoperability

_XLLLs

Uploading/Downloading (text)

Xl by Y
(Y]

a

,4;:. b. Exchange Files
e
i (1) FOCUS.- LOTUS 1-2-3
"
o
o~ (2) INFO - dBASE III
3
o (3) LOTUS 1-2-3 - LOTUS 1-2-3 (via tele lines)
o (4) INFO - INFORMIX
[ (5) INFORMIX - PRIME - CCSS
-
(_";. (6) WORDSTAR - PRIME- MILNET
)
: e VII. Major Micro/Mini Operational Systems
. »
Aty a. ATC
!
D b. CMC
o ¢. MISS War Room
T
Ny d. FAA Charts RD (AMC)
\ ,'-:.
.‘x e. FAA Charts IBEA (VCSA)
ﬁiﬁ f. Manpower Budget
>
s g. PARR/COB/TI0B
P
L~
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VIII. Computer Coordinators

.
\
D
[)
}
ih
{

> a. ldentification
v
> b. Duties

IX. User Groups (Information Exchange)

-y _
N7

a. INTEL User's Group (Bulletin Board)

’:\

A

b. PC User's Groups

'(‘ c.

e
N,

-

PRIME User's Groups
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was of this form. see AR 340-15. the proponent sgncy is TAGO. S: 30 Apr 86
IEI RENCE OR OFFICE SYMBOL SUBJECT
STEWS~-PO-T FY 87 Survey Needs for INTEL 310 AND WYSE PC's Software
Training
o Training Coordinators: *Rom  PO-T oate 11 Apr 86 =
- Ms. Gregorcyk/bg/6;§11§33
Ai_ D DPCA JA PO IR ATOR-TRM OTD
SLCAS DE-BM NR-ILM PR TE-SE RU AMXTM-CW-WS~R
c: ID oD SA-E ARRADCOM SLCVA-RMS NOMTS
D C IG A SA-R AMSTE-MO-W DMA TC
M IS-MA SD ASNC-TWS HSHM-MHC DALO-TAM-WH

DISPOSITION FORM

1  Attached at Enclosure 1 is a request by IM-CS-S for FY 87 Needs Survey for INTEL 310 and
WioE PC's Software training.

2 Please forward survey results to STEWS-PO-T, Attention: Joan Gregorcyk, NLT 30 Apr 86.

3. If there are any technical questions concerning the attached survey, please contact

M Joe Silva, 678-1408.

Encl / DAVID S. LEONARD
Chief, Training & Development Division
$1_"S-TL-P / _
- PC-T / 20N PL pact 29 APR WS Tz

Mr. Foster/kl/678-5670

T-~ recuested survev results are enclosed.
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s
Ry The purpose of this survey is to determine FY 87 training needs for the Intel
SN 310¢ snd Wyse PCs. Listed below is the most common software for these
O systems. For each item, please indicate the number of persons in your
s . . . . .
" organization who will require training during FY 87. 1If a particular subject
\ you are interested in is not listed, please enter it in the line marked
v "other” and write s brief description. Plegse make entries omnly om those
R software packages which your organization has or will possess.
d
% ¢
! ONIX (INTEL 310) CURRICULUM Organization L
¥
q-
'}J & iDIS & E-Mail
- __6__ iWORD
I, Lyrix
o‘.. Multiplan
BN & ipB
": vud_ Informix
- High Tech Business Graphics
. PBG 200
b 3 iPC
oA __3_ iDB DBMS Administraion
-I:_"-: 3 I1nformix DBMS Administraion
> N 3 System Administration
iLaly . Other
®. —._ Other
- MS-DOS (PC) CURRICULUM
L . % _ PC using MS-DOS
( _Z__ MultiMate
Lo ___ WordStar
¥ SuperCalc2
o Lotus 1-2-3
o ——w Sympbony
i Framevork
D DBase III
-\._,' 3 _ Crosstalk
s Harvard Project Manager
‘E: 3 Energraphics
oy Multiplan
oy _Z__[: Knovledgeman
o Graffbopper
b Pertmaster
Y —__ Open Access
T Other
.o,
.\:': Other
[ J
X
<
x
,‘u,
4
N
.r_:.
' 3:;:' froi
el
o
.- .

™

- SN o NS ' ~ o - NYY ) Y A O A RIS A R e MR RN
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FORT HOOCD INFORMATION CENTER

DOIM STUDENT INFORMATION

NAME (LAST FIRST) RANK TELEPHONE NUMBER
VACOM UNIT >
CUasS (CRECK ON)
DOES YOUR OFFICE HAVE THE FOLLOWING: (CHECK ONE)
SYSTEM YES NO ON ORDER
| ] WORDSTAR [ 1 LOTUS 123
MICROCOMPUTER
{ | DBASEN i 1eMS8
DOS
{1 AapPLDI [ ) PROFS
WORDSTAR
{ ] iMTRO TO MICROCOMPUTERS
LOTUS 123
4 <ome.ETION DATE
DBASE 1l
o FC XA
) :AY I3 51 00'2 DOIM)
F=7 e

) o emm s e . L.

f'l’”.’-’u"l" ’.“h'v"‘ s )
d L% Al AN PATAN :

a3 & 0 BOMNN SCUENTR RN
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FORT HOOD INFORMATION CENTER

"‘;f‘;‘ £t bl

]
" PARTICIPANT EVALUATION
-’ (CPR 400) Use reverse for additional comments
’ Course Dates
_:; Course Title
2 1. What did you expect to gain from this course?
‘.\
t
:ds 2 Did it meet your needs?
|
)
& . .
( 3. Wihat 1s your overall evaluation of the course? (Circle the letter)
I‘ 3 Excellent Very Good Satisfactory Unsatisfactory
5 A B C D
§
:‘ 4. Evaluate thic effectiveness of each instructor. (Use letter scale in 3 above and add your comments.)
A
) .
L Name Rating |Reason
®
!
’y
w
&
) _,:
8 ", S
) |
b~
N
A "
[\ X : "
K S 5. Wihat did you particularly like about the course...What were its strengths?
A
{- . C et t o 1
b 6. Do any parts of tae program need improvements? [ | NO [ | YES (Please explain)
[
# ‘f. j
. -
X : 7 Did the course achieve its objectives? [ ] YES | ] NO (If not, please explain)
>
N
W -
' 8 General Comments:
o
Y
7
o - -
Signature (Optional)
s 30
..l L 1
FORM
- F4 1ocr 831008 (cPO) PREVIOUS EDITIONS OF THIS FORM ARE OBSOLETE 1
2,
’D
o i
& ‘ !
oy F-11 |
. '
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DEPARTMENT OF THE ARMY
HEADQUARTERS 111 CORPS AND FORT HOOD
FORT HOOD, TEXAS 76544

REPLY TO
ATTENTION OF

MEMORANDUM OF UNDERSRANDING
BETWEEN
CIVILIAN PERSONNEL OFFICE, CORPS AUTOMATION MANAGEMENT OFFICE,
HEADQUARTERS COMMAND, AND DIRECTORATE OF INFORMATION MANAGEMENT

SUBJECT: Computer Related Training

The following items are agreed to by the undersigned:
1. DOIM will:

a. Provide computer related training for both mainframe and
microcomputer based systems. Training is currently provided in
CMS, API,/DI, microcomputer operations, Lotus 123, WordStar, and
dBase I1I. Classes will be added/deleted by the DOIM as
requirements dictate.

b. Provide a schedule of classes to be presented twice a
vear; in December for the January-June period and in June for the
July-December period. Scheduling will be based on requirements
input from CPO, Corps AMO, and Hgs Cmd.

¢. Allocate attendance gquotas for the classes to CPO, Corps
AMO, and Hgs Cmd based on requirements provided by the above
organizations. '

2. CPO, Corps AMO, and Hgs Cmd will:

a. Identify personnel to attend classes in accordance with
quotas provided by DOIM; CPO-civilian personnel, Corps AMO-MSC
military personnel, Hgs Cmd-Hgs Cmd military personnel.

b. Conduct a computer training requifements survey twice a
year and provide results to DOIM by 10 December and 10 June of
each year.

c. Act as the single point of contact for personnel (as
indicated above) requesting computer related training.

-----
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SUBJECT:

3. Effective date:
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DOIM
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Donald L. fYrent
LTC, AD
Commander, Hgs Cmd
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This agreement becomes effective 15 Nov 85.

Computer Related Training
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The Disk Operating System (DOS) is a set of programs
that help you run the microcomputer. You can think of
DOS as a translater who help you conmunicate with the
computer and application software. At the same time
Dgs will organize you files and help you take care of
them.

INTRODUCTION TO DOS
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ABOUT YOUR DOS USER'S GUIDE AND DISKETTE
DOS comes with your computer. The DOS diskette is
located in the back of your DOS USER GUIDE in a
plastic pocket.
This is what comes with DOS:
1. DOS USER'S GUIDE

2. DOS DISKETTE

00s D OIS

USER’S @.

GUIDE 0

DISKETTE
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COPYING YOUR DOS DISKETTE

The first thing you need to do after setting up your
computer is to make a working copy of your DOS diskette.
That way you will not be shut down 1f your DOS diskette
becomes misplaced or damaged.

[d

o ¢

e

When you make a backup diskette, you should label and
date it using a felt-tip pen. Store the original
diskette in a safe place, be sure to put it in a
protective envelope.
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WHEN DO YOU NEED DOS IN THE COMPUTER

You need to put DOS in the computer when you first turn
{t on. Place the disk labeled DOS in the A drive and turn
the power switch on. The computer will read what 1s on
the disk and load it into memory. Only part of the
commands are loaded into memory, these are called
{nternal commands. You will not need the DOS
diskette in the A drive. The commands that are not
loaded into the memory are called external. To use this
gset of commands you must have the DOS diskette in the A

drive.
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[ INTERNAL COMMANDS EXTERNAL COMMANDS
N DIR FORMAT
R }:; CoPY DISKCOPY
oy ERASE D1 SKCOMP
- RENAME CHKDSK
. TYPE
¢
,‘& You do not need the You need the DOS
5 Dos diskette in drive diskette in the A
N A for these commands drive for these
~ to work. commands to work.
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0 WRITE-PROTECT NOTCH

::.':"' Your digkette can be protected from being written on, by
Ny placing a tab over the write-protect notch. When the tab
”::'r’: is in place the computer can not write over information

already on the diskette.

Your diskette come with write-protect tabs. When you

{eceiive a new box of diskettes, there are tabs and labels
n ic.
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Files are related information that you store on a
diskette. Each file has a name made up of a filename and
a file extension. A file name can be any name you wigh to

use up to eight characters and a file extension can have
up to three characters.

i3 NEZEFSEN

File names can use the alphabet (A-Z) and numbers (0-9).
The use of special characters is not recommended for some
of these symbols have special meaning to DOS.

o

1f a file name includes an extension, you must use both
parts when telling DOS about that file.

FILENAME SPPARATOR  EXTEWSIOH

ABCD1234 ; XXX
\

UP 70 & CHARACTERS UP TO 3 CHARACTERS :

PERIOD AS SEFARATOR
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o You must tell DOS where to look to carry out a command. You
tl-‘_‘ do this by designating the drive. The drive letter and a

2;-:.: colon are calleg the drive specifier. On a two disk drive
N system there is the A: drive and the B: drive. If you are

working with a hard disgk drive You have C: drive and A: drive.

DOS will tell you which drive is in control by the prompt
A>, on a hard disk you will see C> prompt. 1f you want to
go from one drive to the other just type A> b
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STARTING DOS

Starting DOS means to have the computer read the diskette
and place the internal commands into it's memory. DOS will
tell you that it is loaded when you see the A> prompt.
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DATE

When you are loading DOS you will be asked to enter the
roper date. You will type the date in order of month,

ay, and year. You can separate the date by a dash or a
glash ( - / ). Once you have typed the date press the enter

key.

date: 18—04\}—-85 enter

) . k e }r

month doy year
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TIME

' Once the date is typed in DOS will ask you to enter the
correct time. You will type the time in order of hour,
minutes, and seconds ( you do not need to enter the
seconds ). Separate the hours from minutes with a colon.
When the correct time is typed in press the enter key.

time 8 : 15 enter
key

hour minutes :
colon
F~-27
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a0y GIVING DOS A COMMAND

p O To give DOS a command you type the command at. the A>

A prompt followed by the filename and the extension. If you
AN wish to have the command carried out on another drive type
the command at the A> prompt followed by the filename,

> file extension, and the drive specifier. You can enter

~ commands in either upper or lower case. When the command
has been properly typed in press the enter key.

A COPY new. 123 b:

. prompt filename extension

N
.

L
ARG A

command drive
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FORMAT

The format coamand is used to check the disk for any
defective tracks, it also aligns the disk to operate on
the microcomputer that you are using. The disks are made
to be used on any microcomputer and must be formatted
before it can be used on your computer. The last thing

format does for you is to prepare the disk for a file
allocation table.

A>FORMAT

command drive

U0
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The diskcopy command is used to make an entire copy of one
disk on to another. It is not used to make a single copy
of one file; use the copy command to do that ( the copy
command will be covered later ). Use the diskcopy command
to make working copies of your system disk (IF THE

COPYRIGHT WILL PERMIT YOU ml!r),or to make a backup of
your data disk.

o

DISKCOPY

P rr s ®

1
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You will need the DOS diskette in the A drive. At the A>

prompt type diskcopy and press the enter key ( on the IBM
type diskcopy followed by A: B: ).
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A> DISKCOPY A: B:

COMMAND SOURCE TARGET
DRIVE DRIVE
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( DISKCOMP

A The diskcomp command will let you see if two disks have
the sane exact inforamation on them. You can use this
command to see {fthe backyp is identicale to the original.

{ You will need the DOS disk in drive A. At the A> proampt
type diskcomp and press the enter key ( on the IBM you

o , will type diskcomp A: B: and press the enter key ).
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DIRectory

You use the DIR ( directory ) command to see what files
are on your disk. The directory will show you the exact
filenames and extensions that you have used on that disk.
It will also tell you the number of characters that are in
the file, and the date and time you last worked with the
file. THE DATE TIME THAT APPEARS IN THE DIRECTORY 1S WHY
YOU SHOULD ALVWAYS ENTER THE CORRECT TIME AND DATE WHEN

LOADING DOS.

To call up your directory at the A> prompt type dir and
press the enter key. If you wish to look at the directory

on another drive, at the A> prompt type dir and then the
drive you wish to look at.
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ERASE

The erase command 18 used to remove a file from your disgk.
By removing old files that are no longer needed, there
will be room for new files. At the A> prompt type erase,
filename a period and the file extension. If you wish to
erase a file on another drive, type erase drive specifier,
a colon, filename, period and file extension.

A>ERASE B:iNEW.YYY
N

command drive

filename extension

F=33

Y LY LY R Kt LA RLET r r AP SR W A r r I ‘*i’r L -, pe
'o‘.'n‘- frattr ot lo Mot et lc faedli o .':‘,. P it * N ,n'l,!':!:'l.:'l‘.l... " o', 0, .l..‘:'l.- 0‘.!‘.’.’":".-‘« hehvh

o Dt 0005

L )

« £ u_« - -
RERF| )=

‘.!XI:II-

Vs

AR
DA



N COPY

-

'-‘.J The copy command is used to copy a file or a number of
W files from one disk to another disk. At the A> prompt

~ type copy the filename and the file extension and then the
drive specifier.

You can also use a wild card, an ASTERISK in a filename or
extension or both. The will card will copy all files with
that same filename or file extension. At the A> prompt you
could type *.com B: and the computer would copy all giles
with the extension of COM. onto the disk in the B drive.

A> COPY NEW.YYY E

PN RN AR AT

command filename extension drive
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REName

The ren command is used to rename a file or extension to a
new name and extension. Often we name a file with one
that is hard to remember; rename let's you change that
name to one that is easier to remember. At the A> prompt
type ren, the old file name, file extension, and then type
L the new name and extension.
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s TYPE

e The type command is used to let you see what {8 in a file
5“'? and have it displayed on screen. If it is a text file you
ez may be able to read it, a program file may be unreadable.
( At the A> prompt type in type and the filename. 9

e A TYPE NE
)

>
( commanhd filename extenszion
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FORT HOOD INFORMATION CENTER

PROBLEM REPORT LOG

(DOIM INFORMATION CENTER USE)

2 s e

PRI )

CONTROL NUMBER TIME

-

FCTN[TV

P4

Y
4

I °20C TELEPHONE

S - "'Js}

YPE OF PROBLEM

CICS/VS COMMUNICATIONS VM ( CMS APLDI

PROFS $34 )

PROBLEM DESCRIPTION
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FORT ORD INFORMATION CENTER

INFORMATION CENTER TROUBLE SHEET

PHONE : 4885

PERSON REPORTING
TROUBLE: USERID:

TODAY'S DATE: CURRENT TIME:

TIME TROUBLE OCCURED:

UNIT: BLDGS : PHONE : /

| 2 R 2322232832 2 3 3223 332 3 33 333 3 333 338383333333 33 833338 3 3383333 3383888 % ¢4

»

oS TROUBLE AREA
2? CIRCLE ONE: PC ONL INE PROFS NE TWORK VIABLE
o
fig LINE NO.: ADDRESS: TEAMINAL TYPE:
2 |
2 PROBLEM:

ERROR MSG:

PERSON RECEIVING
TROUBLE CALL:

TROUBLE TURNED
OVER 70: DATE: —TJIME:

A22Z2XSEAAERRARRESEERASEREERERERRERAARE AR ARERA R XA KA XXX R XAXRRRATRRREX

]
.

o DATE OF SOLUTION: VIME OF SOLUTION:
N SOLUTION!
fi
bf:
o
>,
E&% SAZZSSESRRARESAEARRERRSSRRRRRRRRRZRANANRASREERAXXARXRARARABKARZIRRRXRAR
o
L3 PROBLEM SOLVED: YES NO '
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l 6. POC 1s Mr. John Stetzer/SFC McMillan, 2055/2056.

WIDrVvIIl IV FyNm

For use of this torm_ see AR 340-15; the proponent agency 18 TAGO

REFERENCE OR OFFICE SYMBOL SUBJECT
FORT STEWART INFORMATION CENTER
AFZP-1IN Micro-computer User Group Meeting
TO SEE DISTRIBUTION FROM pOIM DATE 27 May 86 CMT

SFC McMiilan/tas/2055

1. The Micro~computer User Group will meet in Building 1237 on Wednesday, 18 Jun 86 from
. 0900-1100 hours. The purpose of this meeting {s information interchange, discussion of
application developments, and any other ftems useful to the group as a whole.

2. All micro-computer users are invited to attend, and anyone wishing to have an {1en placed
on the meeting agenda should contact Mr. Stetzer or SFC McMillan prior to 13 Jun 80,

3. Infurmation covered at last User Group meeting {s at Enclosure 2.

<. Request addresses send a representative to the Micro-computer User Group meeting on
18 Jun 86.

5. Request addresses send llst of all applications presently being run oa thelr micro-
computers by 16 Jun 86. Instructions and format are at Enclosure 1.

/

P ro,
—//
dfgiux?/y“v7éz£v‘il‘-

' Encls LEWIS L. WILLIAMSON

Deputy DOIM

' DISTRIBUTION:

ACofS, Gl AG, ATTN: MSG Burnette/MSG Parker Cdr, 3/19th Inf Bn
ACofS, G2/ATTN: 1LT Austra . Cdr, 2/21lst Inf Bn
, ACofS, G3, Tng, ATTIN: SP4 Washington Cdr, 2/34th Inf Bn
ACofS, G4, ATTIN: CPT Faver/PFC Ehlke Cdr, 2/70th AR Bn
ACofS, G5, ATTN: CPT Adams/PFC Boggess Cdr, 1/13th FA Bn
| Div Chemical Ofc, ATIN: SP4 Fernandez Cdr, 2/9th Cav Sqdn
DPT, ATIN: Mr. Durrence Cdr, 1/35th FA Bn
_ DISCOM Cdr, HHB, 2/3th FA Bn
] DIVARTY Cdr, 24th Sig Bn
Yictory Bde DPCA, Education Br, ATTN: Mr. Nalisnick
Cdr, lat Bde F1SO, ATTN: MAJ Dickinson/1LT Conn
Cdr, 2ud Bde IG, ATTN: SP4 Vanderventer
l Cdr, 2nd Forward Spt Bn Cdr, 3rd Engineer Bn
Cdr, 4th Malat Spt Bn Cdr, 124th MI Bn
cdr, 2«4th Av{ation Bn Staff Chaplain
) | Cdr, 24th S&T Ba Post Library, ATTN: Mr. Boyce
Cdr, 3/>2nd ADA Safety Office, ATTN: Mr. McCullough
Coaptroller, ATTN: Mr. Willis SJA, ATTN: Ms. Martin/Ms. Weaver
l DEM, ATIN: Mr. Brown Dlu, ATTN: Ms. Balley/Ms. Miller
t Gl/AG, ATTIN: Mr. Laseter Cdr, 92nd Englneer
-Eommdnd Avn Office, ATTN: CW4 Grant ICM, ATTN: Ms. Norris/Ms. Cooksey
DPCA, MSF, ATTN: MSC Parker DMMC, ATTN: MAJ Southard
‘ Gl/AG Stdpers, ATTN:  CPT Snead Cdr, 24th CAB
Cdr, 416th Trans Cdr, Victory Bde
Cdr, 110th QM Cdr, HHD 260th QM
l Cdr, B4th Trans Cdr, 1/75th Inf Bn
. Cdr, 24th 0rd Co Cdr, 2/9th Cav
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CATALOG NUMBER: (Leave blank, it will be filled in by AMO)
NRAME OF SYSTEM: (User fills in the name of his program/application)

OPERATING SYSTEM: (User indicates software requirements to run the
program/application, ie., APPLE PASCAL, RPPLE-DOS,
cem)

AUTHOR: (Claim credit for what you do)

ABSTRACY: This is where you give a short description of what your
program/application will do. It does not have to be a book,
but it should give eriough information so that another user ¢
evaluate your application.

USES/USERS: Who can use your program, ie., S1'S, S4’5; Identify who yo
think can berefit from your efforts,

NUMEER OF DISKETTS: How many disks are required to run your system.

HARDWARE REQUIREMENTS: What computer will your system run on
How many disk drives are required
Is printer required
Are there any other hardware requirements




N MICROCOMPUTER PROGRAM/APPL [CAT ION

g CATALOG NUMBER:
o NAME OF SYSTEM:
g OPERAT ING SYSTEM:

R ABSTRACT :
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. USES/USERS :

s NUMBER OF DISKETTS:
o HARDWARE REQUIREMENTS:
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AFZbP-1MA-1 22 May 1986

MIMORANDUM FOR RECORD

Sub; ct: Micro-computer User Group Mecting ~ May 86

1. Date: 23 Apr 86.
2. Time: 0900-1100 hours.

3. Purpuse: To advise micro-computer users at Ft Stewart and Hunter AAF

:{ of the services avallable at thelr local education centers and inform users
=\$ of latest hardware and software clianges.
a

= 4. Speakers: M.. Stetzer
Mr. Nalisnick

KA SFC McMillan

,jt}

) 5

*x; . Attendees:  See Attached Attendees List.

6. Toplcs Covered: See Attached Agenda.

7. Discussion: Users werpe advised that on evary third Wednesday each month,

a user group meeting will be held from 0900-1100 hours in Bldg 1237, unless

oy otherwise notified. This time is set aside to keep the micro-computer users
informed of all changes that may affect them, to get direct input from the users
and discuss any problem they may have.

If the new zenith system is available, it will be displayed at the next
meeting, 18 Jun 86. Mr-. Nalisnick covered the classes available for military
and civilian employees at Ft Stewart and Hunter AAF. He covered courses such as
Computer Literacy, classes on the Apple Computers, IBM and IBM compatibles. The
. majorlty of these classes are at no expense to fndividual or duty sections.

Fot more information, Mr. Nalisnick maybe reached at 8328/8329.

The Apple computers located i{n the battalions were not purchased to be
utillsed 1n a fleld environment.* All other APPLES were installed for Garrirson

ﬁ: wse only.  They have low tolerance tou power surges and constant changes in voltage
“; levels. If used {n the fleld and computer s Jdamaged, a report of survey will

(] be conducted. The individual responsible will be charged. Users can perfornm

?:f mloor preventlive maintenance on conputers such as wiping off equipment, cleaning
i:} the monitor, checking cables for proper connections or breaks. Remember, a little

preventive maintenance goes a long way.

*with exceptions of the STPUS System for the Command Group and Staff.
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This office does not support breaking the copyright laws, in re

copying software. There is a public domaln libr:ry with over 300 disk of software
maintained here for users of IBM's and clones of IBM's. This software canr be
copied. There are some excellent programs in this library and are available

for the micro-computer users. We onliy have five disk in our Apple

users with Public Domain Software that wish to contribute to this library i+
enconruged to do so. There were no pressing problems discussed at the mece! iny.

A. )
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MICRO-COMPUTER USER GROUP MELTING AGENDA

Cpening/01d and New Business Mr. Stetzer
Scervices Provided by Education Center Mr. Nalisnick

Preveative Maintenance/Computer Applications SFC McMillan

So!ltware Plracy Mr. Stetzer

: 5. Questions and Answers Mr. Stetzer
'y Mr. Nalisnick
e, SFC McMillan
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FORT MONROE

FOR_AUTOMATION SUPPORT

o
g BASIC CTIONAL R REMENTS
)
< POC NAME: PHONE :

T ——————

OFFICE SYMBOL: BLDG:
TOTAL WUMBER OF PERSONNEL IN OFFICE:
INTERVIEW DATE:

R:g ’ 1. 1Is the Information Systems Officer (ISO) of your staff office swwre of
N this action?t / _syes /£ __/no

2. What is ths number of personnel projected to use this equipment?
How many total workstation hours will be needed each day?

3. Generally, what manual function needs to be automated or wiat sutomated
function needs to be upgraded as a result of this requirements defimition?
For example, automate a reporting process or upgrade a current system to
include graphics capability or more workstations.

% 1

a4 l' 4'.
I'd ks

LA ML L B S

“.{ .

g
[

)‘-

4. What ig the source of your information?

8. /__/In-huuse or / _ /Remote Computer System? If latter, on what medium
is the data received?

(1) £/ __/on tape
(2) (__/on floppy diskette
(3) /__/telecommunicated

(4) £__/other (specify: 3

b. Hard Copy Created /__/In-House, or from / _/Outside Agency? If
latter, provide agency name, POC and telephone number:

(1) Agency MName:
(2) POC Name:
(3) POC Phone:

¢. /__/To Be Manually lunput

4 % 4 %

-
",\,';'J A

S. Identify the In-house or Remote compuler system indicated in item 4a.
above, if applicable.

YNNI

o0

8. Where ir this system located?

;@

4

1 4
L a -

b. What is the name of the data processing system or software packages
you wish to sccess on this system?

22
-

L] .l'
.

7

e
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FORT MONROE

¢. Have you received approval from the proponent of this system to access
their system? / /yes /_/no 1If yes, please identify the spproving

v authority:

v".\'-‘

J"-.'

;\' (1) Name:
- (2) Phone:
a9

d4. Whom may we contact for technical information on this system?

(1) Name:
(2) Phone:

6. If the information currently exists, in what format will it be received?

/data file or priant file

a. [/

b. / _/text (word processing document)
c¢. /__/graph/chart

d. /_ /image (picture)

e. [/ /voice

f.

/__/electronic mail

7. What will you need to do with this information?

a, [/__/bDisplay on Terminal

.

b. /__/Download for Processing/Manipulation from Remote system specified

—

in item 42. above to In-house system.

c. /_/ Process/Manipulate (either on Remote or In-house system):

s

(1) /___/vord processing/text editing
(2) /__/electronic spreadsheet

(3) ¢+ _/statistical snalysis

(4) /__/records management/database management

(S) /__/graphics

(6) /__/project management

(6) /__/other (specity: )

q. /Screen Print

L

e. / _/Generate Formatted Hard Copy Ou‘put, OR, /_ /Generste Formatted

Automated Output. If sutomated, what will be the output medium?

- (1) ¢ __/tape
L (2) /__/floppy diskette
o (3) /_/microfiche
> (A) /__/to be telecommunicated
s (5) /__/other (specify: )
@
N
"
2
>
~2
N F-64
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FORT MONROE

f. Output will include:

(1) /__/dasta flles or print files

(2) /__/text (word processing document)
(3) /__/graphics/charts

(4) /_/images (pictures)

(5) /__/voice

(6) /__/electronic mail

(7) /__/combinstion of the above

g¢. Do you envision any of these requiremants needing new programming
support?t / /yes [/ _/no
8. How will this information be kept after processing?
/__/not needed/deleted

a.
b. /__/stored on In-House computer system
c. Z/_/transferred to Remote system

9. Identify the In-house or Remote computer system indicated in item 8b. or
8c. above.

8. Where is this system located?

b. What is the name of the data processing system or software packages
you wish to access on this system?

¢c. Have you received approval from the proponent of this system to send
data to that system? /_/yes /__/no 1f yes, please identify the approving
authority:

(1) Name:
(2) Phone:

4. Whom may we contact for technicsl informstion on this system?

(1) VName:
(2) Phone:

10. Information classification:

a. Is any information to be processed classified? /_ /yes /__/no
®. 1Is any information Personal In WNature? / _/yes [ __/mo

LS TR y' "\ ‘ .
'-t“ “‘l‘ul’!.""’ "t'o » ‘Q‘:‘: ? % .‘0.‘-'94 l‘t .- "\JAUJI. .s.“.?-?'-! ."l.:f'if‘."
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11. How much money do you anticipate spending for hardware and software to
satisfy this requirement? § Does your activity have access to the
estimated funds? / /yes [/ /no If yes, what type? / _/OMA /__/0PA
12. What automation equipment do you currently have in your office or have
access to?
8. /__/microcomputers (specify quantity and type:
b. /_/minicomputers (specify quantity and type:
¢. /__rmainframes (specify quantity and type of remote terminals:
13. What software capsbilities do you already have on your micro's or aini'
listed in 13a. or 13b. above? j
a. /__/word processing/text editing
b. /_‘/electronic spreadsheet
c. /_/statlistical analysis
d. /__/records management/database management
ae. /__/graphics
f. /__/project management
g. /__/other (specify: )
‘14. What software are you accessing on the mainframes listed in PSc. above?
a. /__/Time Sharing Option (TSO)
b. /__/Easy Retrieval and Data Manipulator (ERDM)
¢. / __/Statistical Analysis System (SAS)
4. /__/other (specify: )
15. What automation support services do you currently receive?
N a. /__/hardcopy output
\ b. /_ /microfiche output
o ¢. /__/0ptical Character Resder (OCR) or Optical Mark Reader (OMR)
v a4. /__/AUTODIN support
- e. /_/time-sharing service
. anma———
i~ f. /__/outer-agency service
-
4;1 !
-, 16. Are there plans for relocation of your office in the next 2 yeare?__ _
? If yes:
.1 a. Where will your office move to?
o~ b. Will the sutomation equipment you currently have in your office or

have access to move with you?

P
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3 FORT MONROE

'l

s 17. Does this requirement identify a need for “systems integration“? A

{ common example of a systems integration requirement is when there are smultiple
- computer systems needing on-line access to & database resident on only one,

N l_/yes /__/mo

18. Do you have any known preferences of hardware or software that might.
. 3 satisfy your requirenent?

: 19. System life (Estimate the length of time hardware will be used)

20. Additional comments:

R Y YRl
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o
G CAPABILITY REQUIREMENT
] L1
‘el
{ - 1. DLate of Reguest:
N . _ .
‘i‘ Y. gervice kequirement Date: Date the resource/service amust be
4, -\. -
(- available for use.
' <. FRegquesting Drganigation, Location, Popint of Contact, and lelephone
8
!' »
;“ Number.
X
o - 4. JType of Reguirement: ldentify the requirement(s) the requested
_ resource or service will support (i.e. training, mobilization,
e
'§ administration); its current {information system. (Example: Manual,
-,
(e Fartially Automated, or Automated): and the tvoe of service requested,
o such as processing, data entry.
?j Y. Current Frocedures: Explain, in your owh words:
0.
;25 a. What is t.ing accomplished that needs to be av*omated.
g b. Current procedures.
.\‘
Ht. C. The 1mpaci of not automatina.
N
?T 6. Current putomatlion Kesources: 1+ the reguest is not for
d automation or vou do not have ADFE or software, omit this section.
"
'3: a. List software and Automated Data Frocessing Equipment (ADFE) ,
o
52 including personal computers and word processors. Include brand
. . .
:% names, miodel, serial number, and date of purchase, if ¥nown.
.i b. Explain how current ADFE cr coftware is utilized.
My c. ltrovide rertinent comments about enxisting automated svstems
o
;f downtime (1.e., ti1mes syctem was 1noperable as a result of routine or
*ﬁ uwnplenned maintenance). lhclude manhours ano manyears spent on system
+ Solll]
1S ,
3 using estimated averages by weel, manth, ouwr vefr, as appropriate.
° d
?: d. Identify equipment to be turned in, if the project 1s approved
P
AR
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:\z 7. bhegumirement: Erxplain what 1n1orwation service or support i«

199

ﬁg reeded and why. It equipment 1s being requested, explain what

W

r capabilities must be available. Do not liset specitic ftems, brands,
EE nales, or models ot equipment desired. Explain why the capability is
:% needed, 1ncluding the benefit of implementing the proposed procedures
{\' and how this compares to current procedures. Use positive statements
:E to support the requirements. Provide pertinent information and

;Eg compelling reasons for approving the requested capabilities.

()' a. Show a cost comparison between the existing procedures and
-

lj: proposed procedures (cost versus benetits).

' "

%& b. Dbescribe how propozed procedures will provide increased

L;\ productivity,.

1

:ig c. 1+ the proposed procedures involves e:pansion, modernization,
:i replacement, or increased capability of existing resources or

A.’ "
&

csorvices, 1dentity what needs to be changed and why.

o
v,

: . Security: a. Frovide the highest classitication level for the
o

s

~ 1nput (deata) and output (reports).

) b. Identity who will be able to acress the information {for query
o or chanqge.
o
j& c. State whether the Frivacy Act of 1974, or the Freedom of
° _

Y, Ilrformation Act applies.
[~ 5. Compatibility: 1 the proposed procedures must be compatible with
=ff €.15t1ng resources or services, e:xplain how and with what equipment or
[
Ko systems 1t nust be compatible. 1¥f the request is for a stand-alone
n':
ib cystem s0 statle.
1 "'v
‘-
i
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FORT HOOD
10, Information Sharing: Identify the users of the information

generated trom the system, including those internal &nd e:ternal

¥ to your oruaenization. Explain how information sharing vertically (up
:

Eég and down the chain of command), and horirontally (across the

!%ﬁ 1nstallation) will cccur.

'?2 11. Communicatjions Reguirements: ldentify all present and future
‘i% e:ternal communications capabillities, required or desired, for the
{EA h proposed system. This includes, but is not limited to:

(2. a. ARdditional telephone instruments or lines.

;és b. F1S or similar service access.

?ﬁ; c. HRemote or hardwire communicaticns with the installation host
,;é procescsor or other processors located at & remote site. Include the
;gs e:act location of the processor.

;ﬁ: 12, Enginpering Reguirements: Identity all engineering services

o required such as 1nstallation of air conditioning, wall pluus.,
"._‘_'
1\'
Y lighting, and other related constructiorn.
T
0 - L . .
S 13. Remgrle: Include additicnal information such as:
:H &. The need for economc analysis.
Wy
.:f b. Specific mobilization requirements this resource or service
D \';
:’ will support.
Sy . X .
,:i c. Whether or not this action is contained in the organizational
b :)
P K
% M,
o
": 14. Funding: Idenitify how 1t 15 propuuned to fund the project.
N,
{* 19. Signature: FRequest must be signed by the commander or director of
W, TTTeTTTTE
o s -
}H the requesting organization, such as the G3, G2, AG, or CofS for MSC.
e
o
b
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o,
' IMPLEMENTATION PLAN
) FOR
{ PHYSICAL INFORMATION CENTER
o8 CUSTOMER SUPPORT DIVISION
.ﬁ DATA PROCESSING FIELD OFFICE, FT MONROE (DPFO-M)
L
'
g% 1. PURPOSE. To describe the Physical Information Center organization that
: will be part of the Customer Support Division of the DPFO-M and the imple-
N mentation thereof,
L
A 2. CONCEPT, The Physical Information Center concept can be stated as a
W physical organization for providing end-user support for the headquarters
N user. The Center will have personnel available for consultation and demon-

P

stration in the areas of microcomputers, minicomputers and mainframe serv-
ices. The functions that are performed are consultation, technical support,
and user assistance. The Center will support standard hardware, software and
comunications products. The Center will provide tools and techniques that
will allow users to retrieve, analyze, manipulate, and present their data more
effectively without being required to become computer experts. These tools
and techniques are provided through a variety of services., Activities offered
and supported by ICs in industry and other government agencies are summarized
in the chart attached entitled "IC SERVICES." The IC services available to
users at this time are marked with an "x". More detailed discussion of func-
tions and supported services follows,

RRar” B

r2rEel S

AT T ) b

3. MISSION STATEMENT.

-

~

a. To improve personnel productivity by making methods available for
individuals to reduce clerical effort,

&
o b. To develop data manipulation capabilities.
}* c. To help with the building of databases of information that can
; help clerical, action officer, and management personnel to use computer
k- methods to enhance overall job performance.
L
':' 4. LOCATION. The Center is located on the Second Floor of Building 117. The
[-» Center will be open during normal duty hours. The telephone number for infor-
y! mation is 3055.
o
X 5. FUNCTIONS.
o a. User Assistance. Numerous services are provided by the Physical In-
Y formation Center and are designed to help the end-user of microcomputer, mini-
£ computer, cmunun1cat1ons, and mainframe products. Standard hardware and soft-
(; ware are located in the Center for demonstration and assistance to users.
N, Products such as the IBM Professional Office System (PROFS), the Customer
;{ Retrieval System (CRS), and Applied Data Research (ADR) database products such
k.-" as DATAQUERY will be available for customer assistance and demonstrations.
B,
o
L
o
b
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FORT MONROE

oo Microcomputers are located in the Center that can be utilized by customers to
*\F‘ try software packages or peripherals, such as printers, plotters or modems.
{ Terminals/PCs will be available to link customers to minicomputers and to the
»kﬁk mainframes to demonstrate products and gain familiarity with those systems.
o Detailed listings of supported hardware and software products are attached.

As projected personnel become available, the sponsorship of minicomputer,
microcomputer and software user groups will be provided. Also, media and file
conversion services will be provided as equipment and personnel become
available.

G-
" 2,

e

e

22
Y¥ye

(1) Walk-In Assistance. The Center is available to customers for
assistance during normal duty hours. Customers can come to the Center and try
different types of equipment and software that will be supported at HQ TRADOC

=S

CHEN and Ft Monroe. There will be single-user microcomputers, multi-user micro-
f computers, microcomputers attached to minicomputers, VIABLE terminals, micro-
ey computers attached to a Local Area Network, and all the associated peripherals

:k and supported software available to the user when he comes to the Center.

>

5%: (2) User Training Determination. Center personnel will advise users
;}zﬁ when formal training is necessary for hardware and software, Center personnel
o can advise customers how to arrange for needed training and can inform custom-
gNJ ers what training is available to satisfy their particular needs. The formal
:ﬂ% training is available from DPFO-M Intern Training Center.

o
Z:t: b. Technical Support. Personnel will be available to support existing
:{ hardware, software, and communications services for end-users. Technical
" personnel will be available to provide product briefings on hardware,
{ ! software, and communications. Center personnel will provide technical
'y documentation and will be available to troubleshoot customer problems with all

"&: supported hardware, software, and communications services. Assistance with
y j product documentation will be provided, along with the writing of salient

'bﬁ characteristics.

-
) c. Consultant Services. Personnel are available for consultation with

S end-users and other technical personnel to provide configurations and problem-
,‘Sﬁ solving assistance with hardware, software, and communications that are sup-
AT ported. Standards are developed for supported hardware, software, and

:Ef communications,

N

P d. Vendor Demonstrations. Demonstrations of products which are already
o in the inventory at HQ TRADOC and Ft Monroe, or that are being considered for
?55: addition to the inventory will be demonstrated to interested parties in the
,*:; briefing area of the Physical Information Center. Advance schedules of these
S vendor demonstrations will be sent to ISOs and PROFS users so that interested
:~:F users can become familiar with products and services that are available from
.' vendors.
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FORT MONROE

; e. Help Desk Support. Personnel are available to operate Help Desk
facility in support of the headquarters users. The Help Desk provides the
user a single point of contact for all problem reporting, problem tracking
X} until resolution, and information inquiries. The Help Desk maintains an

A online database and generates daily open call reports and weekly activity
. reports by DCS/Activity,

6 STAFFING. The Center will be staffzd by gcvernment and contractor per-
connel. Personnel will be physically located in the Center during normal
duty hours to arrange vendor and technical briefings and demonstrations and to
personally demonstrate supported hardware, software, and communications

. products to end-user personnel. These personnel also will lend copies of

Fon i} software, utilities, and reference materials to customers as well as maintain
Sl software tutorials. Other Information Center personnel will be available for
e more indepth microcomputer and minicomputer hardware, software and communi-
cations consultation, product demonstration, and mainframe interactive

a software consultation and demonstration. Additional tasks, that will be

o picked up as personnel come onboard and equipment is procured, are the spon-
= soring of user groups, media/file conversion, and further demonstration and
consultation for newly-acquired equipment and software.

7. NECESSARY ACTIONS.

a. Prepare job descriptions for Center personnel. Descriptions are
necessary for GS-5, GS§-7, GS-9, GS-11, and GS-12,

b. Have job descriptions approved and graded-out by the PCPSA.
c. Recruit necessary personnel for Center staffing.

- d. Determine necessary training needs for Center personnel.

e. Make arrangements for proper training.

f. Identify additional hardware, software, firmware, furniture and sup-
plies needed for Center.

g. Prepare documentation for approval and procurement of needed items.
h. Transition Help Desk operation to the contractor supplied personnel.
o 8. ATTACHMENTS.

W a. List of Supported Hardware.

b. List of Supported Software.

c. List of Standards.

L
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HARDWARE SUPPORTED BY INFORMATION CENTER

-

{\f Wang VS Minicomputer
L
\ Wang OIS WP System

o
P B

Motorola 1V Phase Minicomputer

W&

i Wang Professional Computer

v Intel 310 Multiuser Microcomputer

o Wyse Personal Computer

COMPAQ Portable Computer

GRiDCase Laptop Computer

] &; IBM Personal Computer

V[ Texas Instruments Silent 700 Portable Terminal

A Bridge, Inc. LAN - Ethernet with 3COM Interface to host
Houston Instruments Plotter

C. Itoh F-10 Letter Quality Printer

\;x

P

ol Smith Corona D-300 Dot Matrix Printer
el

N _ .

ol Epson FX80 Dot Matrix Printer

O

Epson FX100 Dot Matrix Printer

»
by

A
l‘.\
S

“x
=

Racal Vadic VA 212 Modems 1

g

L 4

&S

>
-

Nt

IBM 4800bps Diagnostic Modems

.

Q“

Gandalf LDS 309 Short Haul Modems

Patal

;r:\ L)
"A

Hayes 1200/2400 Smart Modems
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SOFTWARE USED

FORT MONROE

ON WANG PCs

LOTUS 1-2-3
ADVANCE WP v,2
dBASE II

CONDOR3 SERIES 20
TRAJECTORIES

SYSTEM SOFTWARE DISKETTE

PC WORD
THE AUTHOR

PEACHTREE PERSONAL
CALENDAR

SPREADSHEET

WORD PROCESSING - GENERAL

DATABASE MANAGEMENT - TUTORIALS
DATABASE MANAGEMENT ~ GENERAL
STATISTICAL PROCESSING SYSTEM

WANG MENU ENHANCED MS-DOS OPERATING
SYSTEM, PLUS INTERACTIVE BASIC
WORD PROCESSING - GENERAL
EDUCATIONAL ADMINISTRATION - AUTHORING
SYSTEMS

SCHEDULING - CALENDARING

SOFTWARE USED ON COMPAQ PORTABLE, INTEL PC,
GRID LAP TOP, AND OTHER IBM COMPATIBLE PCS

dBASE II

dBASE III

MULTIMATE PROFESSIONAL
ENNERGRAPHICS W/PLOT
HARVARD PROJECT
MANAGER

DOS 2.1 AND BASIC
LANGUAGE EXTENSION
FRAMEWORK II

S1IDEKICK

BPS BUSINESS GRAPHICS
CHARTMASTER
SIGNMASTER

SIDEWAYS

SMART SOFTWARE SYSTEM
NORTON UTILITIES

PFS :REPORT
PFS:FILE

LEADING EDGE W/P
TK SOLVER

MULTIPLAN
TRAJECTORIES
THE AUTHOR PLUS

DATABASE MANAGEMENT ~ GENERAL
DATABASE MANAGEMENT - GENERAL

WORD PROCESING - GENERAL

GRAPHICS - GENERAL

GENERAL MANAGEMENT - PROJECT
MANAGEMENT

OPERATING SYSTEM - UTILITY PROGRAMS
GENERAL

DATABASE MANAGEMENT ~ GENERAL
PROGRAMMING TOOLS - UTILITIES
GRAPHICS - BUSINESS

GRAPHICS - BUSINESS

GRAPHICS - BUSINESS

SPREADSHEETS - GENERAL

GRAPHICS - GENERAL

OPERATING SYSTEM UTILITY RETRIEVAL
PROGRAMS DISK UTILITIES

DATABASE MANAGEMENT ~ GENERAL
DATABASE MANAGEMENT ~ GENERAL

WORD PROCESSING - GENERAL

GENERAL MANAGEMENT - PROBLEM SOLVING
EQUATIONS

SPREADSHEETS - GENERAL

STATISTICAL PROCESSING SYSTEM
EDUCATIONAL ADMINISTRATION ~ AUTHORING
SYSTEM
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‘A List of Standards
>
": 1. The following have been approved for standardization by DCSIM:
o
;:- a. MS-DOS Version 2.0 or higher for single user microcomputers
N
' b. XENIX Operating System for multiple user microcomputers
i
by Ny 2. The following items have been submitted to DCSIM for approval:
ol
B a. The VS Data Exchange package to link the Wang PCs with the Wang VSs
:}" and the RJETOWNG, RJETOIBM, RJEIN and RJEOUT packages to link the IBM main-

frame with Wang VS minicomputers.

N b. Electronic Spreadsheet packages - Lotus 1-2-3 and Multiplan
f;
S
:: c. Data Base Management packages - dBASE III and R:base Series 5000
he
\':.\ d. Word Processing packages - MultiMate and Wang Advanced WP
®
NA,75 e. Business Graphics packages - Chartmaster, SignMaster, DiagramMaster
1§ and PC Storyboard
‘\3)'
)
N f. Communications packages - CrossTalk, AST SNA and DCA IRMA 3278/3279 |
:1' emulation ;
-y '
!
‘,r g. Data Base Management packages for the Wang micro - Wang PC Database !
.~" and dBASE II ]
; |
TN J
.'":: h. Business Graphics for the Wang micro - Wang PC Business Graphics j
)
¢
w i. Communications for Wang micro - Wang Local Communications Option, PC
) 3276 SNA/SDLC Emulation, VT100 Emulation and PC Asynchronous Communications
ol Option 1
1
L
Y

j. Standard peripherals for the Wang micro from the ADM contract:

5%

(1) Hard Disk - CLIN 0007AA, Wang PC-PM02]1 10 MB internal fixed disk

e and CLIN Q007AB, Wang PC-PM022 30 MB internal fixed disk
»

-‘ L]

"':: (2) Dot Matrix Printer - CLIN 009AB, Wang PC-PM010, 10" carriage/80
-..j_'- cps and CLIN 009BB, Wang PC-PM016, 15" carriage/160 cps

.

.

Ne (3) Letter Quality Printer - CLIN 0010BB, Wang PC-PM012/20 cps and

[ CLIN 0010BC, Wang PC-PM014/55 cps

{m"

:’: k. Standard peripherals for Wyse 1100 PCs purchased from the SMS

Y contract:

::.:" (1) Dot Matrix Printer - CLIN 0007BC, Smith Corona D-300/160 cps and
Y CLIN 0007BD, C. Itoh 3500/350 cps
T

e
‘-I

3 F-78

{
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FORT MONROE

(2) Letter Quality Printer - CLIN 0008BD, C. Itoh F10-40/40 cps and
CLIN 0008BE, C. Itoh F10-55/55 cps

(3) Plotter - CLIN 0010AC, Houston Instrument DMP-29 8 pen plotter

1. Standard peripherals for competitively purchased MS-DOS based CPUs
are:

(1) Dot Matrix Printer - Epson FX-80 10" carriage/160 cps and Epson
e FX-iuU 15" carriage/160 cps

Ko (2) Letter Quality Printer - C. Itoh F10-40/40 c¢ps, C. Itoh F10-55/55
O cps, Hewlett Packard ThinkJet Printer/150 cps, Hewlett Packard LaserlJet
Printer/8-20 seconds per page and IBM Colorjet Printer/200 cps

A (3) Plotter - Hewlett Packard 74XXA Series, Hewlett Packard 7550A and
Houston Instruments DMP-29

,;2 (4) Modem - Hayes Smartmodem 1200, Hayes Smartmodem 2400 and Racal-
:’ Vadic VA212

m. Standard for Electronic Document Distribution and Coordination -
Py Document Interchange Architecture and Document Content Architecture (DIA/DCA)
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CUSTOMER SUPPORT DIVISION
STANDING OPERATING PROCEDURES

CONTENTS
SUBJECT PAGE NUMBER CSD_SOP NUMBER
TABLE OF CONTENTS 1-1v
PART I PROCEDURES 1-0
CSD MISSION STATEMENT 1-0-1-
CSD ORGANIZATIONAL CHART 1-0-2
CSD OBJECTIVES 1-0-3 -

SN LS S S 3 2 LT e

) CHAPTER I INFORMATION CENTER BRANCH (IC)

o

i

" SECTION 1 PRODUCTICN SUPPORT SECTION I-1

= (PSS)
GENERAL I-1-1
ADP EQUIPMENT MAINTENANCE MANAGEMENT I-1-3 1-2
AUTODIN MESSAGES ( SEES) I-1-6 1-3
WORK AREA CLEANING PROCEDURES I-1-8 1-4
COMPUTER HOST OUTAGES I1-1-10 1-5
DATA TRANSCRIPTION SECTION I1-1-17 1-6
ENVIRONMENTAL SUPPORT PAILURE I-1-28 1-7
EQUIPMENT MALFUNCTIONS 1-1-30 1-8
FIRE PREVENTION AND PROTECTION PLAN I1-1-37 1-9
HARDWARE DESCRIPTION AND CONFIGURATION I1-1-39 1-10
MACNETIC MEDIA/TAPE LIBRARY 1-1-23 1-13
OCR (KURZWEIL) OPERATION I-1-85 1-12
PRIORITY PROCESSING I-1-48 1-13
PROMIS INSTRUCTIONS I-1-49 1-14
SCHEDULING COMPUTER SYSTEMS I-1-51 1-15
SECURITY I-1-54 1-16
SEVERE WEATHER 1-1-57 1-17
TRANSMISSION OF CARD DECK VIA AUTODIN I-1-60 1-18
VEHICLE CONTROL I-1-63 1-19
SECTION 2 INFORMATION DESX (ID) 1.2~
GENERAL I.2-1 2-1
INFORMATION CENTER EVENT PROCESSING 1-2-12 2-2

SYSTEMS (ICEPS)
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p SECTION 3 ADVANCED TECHNOLOGY SUPPORT I-3
{ (ATS)
o GENERAL 1-3-1 3-1
pooe COMPUTERS FOR MINI/MICRO, DATABASE 1.3-3 3-2
(- COMMUNICATIONS NETWORK MANAGEMENT 1-3-8 3-3
CREATING AND MAINTAINING DATABASE 1-3-12 3-4
) UTILIZING ADR SOFTWARE ON HOST
P PROCURENT DOCUMENTS AND ACTIONS 1.3-22 3-5
W REQUEST FOR SYSTEM APPROVAL DOCUMENTS 1-3-24 3-6
y USER TRAINING 1-3-26 3-7
o
' SECTION 4§ IC EMERGENCY PROCEDURES I-4 =
e GENERAL 1-8-1 4-1
W APPENDIX A (DEFINITIONS) I-4-3
< APPENDIX B (POINTS OF OOMTACT) I-4-h
N APPENDIX C (EVENT OF A HURRICANE I-4-5
SLCN OR OTHER ADVERSE WEATHER CONDITION)
., APPENDIX D (EVENT OF FIRE) 1-4-9
s APPENDIX E (PREPARATORY PHASE) I-8-11
s APPENDIX F (INPUT/OUTPUT AREA) 1-4-14
N APPENDIX G (WANG ROOM BLDG #5E) 1-8-15
v, APPENDIX H (FIRE PROCEDURE FOR WANG 1-8-17
v ROOM BLDG #SE)
{ APPENDIX I (CSD MISSION ESSENTIAL 1-4-18
AL PERSONNEL)
B APPENDIX J (IV PHASE DISASTER RECOVERY 1-k-18
o PLAN)
e, APPENDIX K (WANG OIS DISASTER RECOVERY I-3-25
o PLAN) :
@) APPENDIX L (WANG VS DISASTER RECOVERY I-h-2€
:'u'.l' PLAN)
o APPENDIX M (MICROCOMPUTER) 1-4-29
NJ.'.
Vs
| _:.(
k)
P |
% |
:'u:
pe
°
o
-
oo
"
-
oy
I‘::
E:j
oy F-82
]
k] \
W

‘.
'0...'| ke

» (" Y ™ -).- - w \(' A ! ",x' .'.,
Rty 0 e eV ertetat bt B At il it et e Wty Wit tn et it ittt



R N R R A R T TR o ral oat ~ab daf. - At AV A% FU TR Ny W U T Yo Bby AV, ", o e VO LN,
\
:
®
s
) FORT MONROE
. »
Lr,
Q CHAPTER I1 OFFICE AUTOMATION AND MANAGEMENT BRANCH (OAMB)
__. SECTION 5 AUTOMATION AND PLANNING SECTION I1-5
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13 STAT(MENTIOF DUTICS AND HeSPONSIBILITIES
Duties:

This pocition serves as the microcomputer specialist for the Automation Manaperan:
Office (AMO), performing a wide varicty of dutics involving the management of Che
Fort Stewart microcomputer (micro) program. The program is established to provide
advice, training, and assistance to micro uscrs, as requested and on a schicduled
basis; and to monitor users to cnsurc adhercence to applicable policies, procedures,

and rcgulations.

-Provides individual and group microcomputer training, advice and assistarce a-
requested and on a scheduled basis.  Trains an micro operdtion, maintenance, carc,

codiny, programiny. data mapagement systems, problem resolution and applicat:n
developrment.

-Maintains and devclops the microcomputer propram. Studies current micro tegch-

nolopy to maintain knowledpcable in the latest hardware and software developments,
Corrcsponds with acd veviews micro proprams Jat other installations and in commercial
fndustry for possible adoption of applications that could benefit Fort Stcwart oicro
Prepares recurring and special progress reports and revicus as ditccted by

users.
higher hcadquarters. Provides short and lone ranpe plans and supporting coet in

for-

paticon to the AMO bodgpet analyst tor budeet presaratlion,
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“Manitors the microcomputer program to enwure that cquipment and software arce
being u.cl and function properly.  Acts as Hafson between micro uscers and commercral
vendors tor suftware resolution or replacement.  As the Contracting Offjeery® Techngo)
Peprescutative for micro actions, foasures that micro vendors adhere to contract speca-

fi{cativns., 1Y

-Ai1ds, assists, and advises current and potential Division/installation microcorjatces
uscts with selection of the appropriate hardware and software and preparation of reiate!
contructs. Conducts technical studics; and drevelops contract specificativns, staterents
of wvoin, 1nspection standards, performance standiids, minimum requirements and mairtenace
standards for microcomputer applications, software or scrvices. Develops data based on
persanal knowledge of technical requirements and resources required to achiceve dusired
obfectives, and prepares necessary supporting dvcumentation., Assists micro users with
justification dJocumentation and reviews documentation in order to recommend approval/
disapproval at the installation level prior to submission to higher headquarters. Staff
new projosals through supervisor to CofS and higher headquarters for recommendation of
approval of new or additional microcomputer hardware/software or services. 10

-Coordinates, schedules and monitors mectings and events connected with locally or
conrercially developed micro applications. Hosts and conducts monthly micro user group
meetings to resolve common problems, exchange information and ideas, and review new nicru
applications and data management systems, Recommends possible extensions of developed
applications between users.

Performs other duties as assigned.
Factor 1. Vnowledege Reguired by the Position - Level 1-7 -- 1250 Points

W

-In depth knowledge of microcomputer technology and the design, function and appruoach
of micro svstems applications in order to assist the user in selecting the appropriate
micro ¢iuiprmeat/software.

-Detailed and specific knowledge of micro languages (COBOL, Fortran, Basic, Pascal)
and programing techniques in order to develop and maintain applications.

~-Knowledge of technical study techniques to determine and analyze bencfits and
products desired; and the specific inputs, outputs, equipment and software required to
accomplish objectives.

~Knowlcdge of Contracting Officers' Technical Representative functions and ability
to develap required specifications, statements of work, inspection standards, performance
standards, ninimum requirements, and maintenance standards for micro applications.

-Practical knowledge of training mecthods in order <o train micro users how to use
progroming language techniques and data management systems, and how to develop required

Jogumeniation {51 requested micro systems.

factor 2. Supervisory Controls - Level 2-4 -- 450 Points

The supuvrviscr assigns priorities, objectives to be achieved and special problems to be
solved. The supervisor {s available [or advice and assistance as necessary but the
employce, as the installation technical specfalist in microcomputers, is relied upon to
plan and carry out the work independently, keeping the supervisor advised of propress

and only unusual complications or matters of a far reaching, policy making nature. The
employee carrics out studies, resolves problems, coordinates work with others as necessary.
interprets policy, and makes technical decisions regarding use of microcomputers. Com-
pleted work is revicewed for effectiveness {n meeting requirements and achieving desired

results.
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:'t sctor 1. Guidelines = Level 3-4 -- 450 Points
»
’: Cuidelines tor managing the microcomputer proyram constst of DA, FORSCON, gnatallar
j?- and A policies and objectives tepatdiay projects, cquipment ang software.  Thrs
a: guidance s pencral to nature with little specaiticity regarding the approach to o
'_;: followdcd with cach project.
s
Culdclinvs for use of and programing on microcomputers arce supplied by the vendors!
At contractnrs., The majority of micros have available, user-friendly softwarce for
?: assistance {n cquipment use and programing. When assisting users with programing,
E} judgment 1s required in gathering sufficient daca, devising system desfpnu, adaptin,
'{t rechniyguen, developing program specifications and detailed logic, and selecting
o hardware/software.
ﬂ Factor 4, Ccmplexity - Level 4-4 -- 225 Points
ig: The vork {nvolves the management of the microcomputer program, providing advice
bﬁ; and assistance to other installation activities on selection justification, usc.
N programing and problem resolution concerning microcomputers. The microcorputer tield
is constantly changing and the position performs substantial analyses of nceds and
e keeps up with the chauges in order to recommend the most appropriate hardware and
b": software. Considerable data is analyzed, including a review of micros used at other
bﬁ? installations and packages offered by the vendors. Consideration is also given to
:fé probable future changes that would impact on micro selection because projects extend

from planning, to acquisition, to regular mectings with micro users to provide advice
Py and ass1 tance.
"7

Factor 5. Scope and Effect - Level 5-3 -- 150 Points

The purposc of the work {s to provide training, puidance, advice, and assistance to

micro users at Fort Stewart. The work affects the performance/adequacy of Division/
garrison activities using microcomputers.

Factor 6. Personal Contacts - Level 6-3 -- 60 Points

Persona! contacts are with other AMO personnel; other installation activities; micro

users; micro specialists/experts at other installations and agencies; and vendor/
contractur personnel.

Factor 7. Purpose of Contacts - Level 7-2 -- 50 Points

Contacts are to advisc and assist micro uscrs; to exchinge factual information with other
fnstallation activitices and with other micro specialists/expesrts; and to discuss and
‘esolve vendor/contract specifications and problems.

Y
,
L

Factor 8. Physical Demands - Level 8-1 -- 5 Points

[

2 2}
Y

)

5
§

t
et
L&

he work is primarily sedentary with some minor physical activity while traveling to

»

o and from locations of micro computérs. Micru uscr: may be on tactical mancuvers in
R 5 .
he field.

®

B
~$\ Factor 9. VWork Environment - Level 9-1 -- 5 Points
Al

v
(g .

nj« v rk is primarily performed {n an offfcc sctting. There is some work in the ficld to
M s>sist micro users when on excrcises, conducting tactical mancuvers. There are no

- special salety precautiong, required. e S
g P, et p LAV NG T TOTAL POINTS:  264Y
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MAJOR DUTIES

Serves as a member of a team of specislists who are the HQ TRADOC authorities

for minicomputer, microcomputer and data communications technologies.

(¢

%

»

1. Provides support for all minicomputer and microcomputer systems located at Ft

S

Monroe. Installs, tests, evaluates, validates and writes user guides for
minicomputer and microcomputer hardware, software and firmware. Performs problem
determination and resolution in all areas of minicomputer and microcomputer
technology. Demonstrates hardware and software standard products to users. Analyzes

functional requirements providing hardware, software and procedural solutions in

®

R

~J- order to fully support and meet the requirements. (40%)

b o

(o ’-

dod

\;.

- 2. Consults with users to determine optimum solutions for requirements that can
be solved by minicomputers and microcomputers. Recommends standards for hardware,
softwarz, graphics, communications and peripherals in the minicomputer and
microcomputer areas. Procures hardware, software, communications and firmware for
the Information Center. Trains user personnel on new equipment. Evaluates and
prepares critiques on systems and equipment to be utiliged. (30X%)
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FORT MINROE
3. Writes technical specifications for dwrdsaaw, software, communications,
and firmware to be acquired. Smnks witth off-t'he-shelf applications. Provides
end user support. Tests selezwed wembors® pariages for adherence to
standards. Trains personnel in mperisliiped funriioms; attends briefings,
meetings, classes, conferenres and seminars on x%] types of hardware and
software., Maintains state-of-the-art kunoeledge 3f the latest advances in
computer hardware and softsmre in the miwicompnter and microcomputer areas.

Prepares training materials, briefings, stanflards amd procedures for areas of

: expertise. Schedules demamstrstions of harfwave, software, communications,
-
: and firmware products from wendors anf ceordimates them with HQ elements.
-
"¢ (302)

- Performs other duties ss sssigwed,

FACTOR 1. KNOWLEDGE REQUIKED 3Y TRE POSITION.

Knowledge of AR 1B-1 and associated techmiral bslletins and TRADOC sup-
plements thereto is required. Proturement -regulatioms and procedures are used
frequently when ordering herdmare and moftware for mimicomputers. Good

investigative and analytical aslille are xeqguired t» ewaluate and select the

o proper hardware snd software frow thumireds of comyrting vendors who make ex-
::: aggerated claims, as a matter af remwrer, reganding ‘their latest technical ad-
;:", vances. Knowledge of all mejor mammSacturers‘ proilucts is required when eval-
hd < uating and benchmarking predatts foxr procurement by 3) TRADOC. Superior

b:s communication and instructismal skills mre requirnf to gain approval of

E;Z systems and demonstrate to snd nerxs.
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FORT MONROE

FACTOR 2. SUPERVISORY CONTROLS.

The supervisor establishes the employee's area of responsibility and sets
priorities and deadlines for major projects. The employee plans and carries
out the assigmments, establishes controls as necessary, and interprets
equipment regulations. The supervisor is alerted to problems such as those
that would delay project accomplishment or, in normal work enviromment,
situations that will likely involve other offices. Completed work is reviewed

for technical soundness and conformity to policy requirements.

FACTOR 3. GUIDELINES.

Guidelines consizt of instructions, agency regulations and directives,
contracts, procurement and budget procedures, and precedents. Precedents and
regulations typically are applicable only in that they provide data on
coordination required and sources utilized in previous projects. The employee
uses judgment in interpreting regulations and adapting precedent methodology
to the problem at hand. Data in areas such as workload and utilization

usually must be obtained by interview of user personnel.
FACTOR 4. COMPLEXITY.
The assignment deals with state-of-the-art technology associated with the

computer industry. There is a frequent requirement for developing new infor-

mation and specifications on proposed equipmenf. Quite often this information

.\""N‘I,\"NJ‘N"I' N A (" X
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:;Q is required quickly and the employee must be capable of assimilating large
1904
{ amounts of technical material in order to supply accurate information. The
NG
;,gﬁ equipment being evaluated typically is not untried; it is already in use in

5
N the private sector, or in other agencies. The software being evaluated is
r;* frequently not being utilized in the manner desired, requiring the employee
Ay
:*;: to independently evaluate and recommend multiple software packages.

)
:t
R
7 FACTOR 5. SCOPE AND EFFECT.

CHRN

) . . . .
f\:- The work involves treating a variety of problems and occasionally

. developing new criteria for procuring and demonstrating equipment.

®
i};i Accomplishment of the work primarily saffects the operation of computer

s

b

.:Lj equipment and systems at HQ TRADOC and Ft Monroe.
W\
L~

{

e FACTOR 6. PERSONAL CONTACTS.

Contacts are with employees within the division and users, procurement,

budget, personnel and computer workers at local and higher agency levels, and

s number of vendor representatives.

FACTOR 7. PURPOSE OF CONTACTS.

The purposes of contacts are to train command personnel, to advise on
availability of the most feasible hardware snd software, to obtain vendors'
offerings of the latest technology, to exchange technical information, and to

solve problems.
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42 FACTOR 8. PHYSICAL DEMANDS,

. Physical demands extend only to normal office enviromment.

ljl FACTOR 9. WORK ENVIRONMENT.

N v The work is performed in an office setting. However, the incumbent goes

out to the user offices to assist in problem resolution in inclement weather.
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MAJOR DUTIES

Zee

r

On an indepeudent assigmment as a member of a team, serves as technical

rhds

53

specialist for the utilization of database software. Participates in

-

planning, designing, developing, and implementing ADR DATACOM/DB databases

|
o
RIS

crcated on the DPFO-M IBM 4341 and those databases developed for migration to

VIABLE. Assignments involve assisting system developers to understand how to

LN
.jf_

structure relational databases, design systems through usage of Conceptual

s
‘$§: Data Modeling (CDM) methodology, and translate the CDM design into a physical
'1Ef wodel. Assists in maintaining the active DATADICTIONARY for development and
Eﬁ? production envirorments. Ensures that the physical database design process
i:&; facilitates the usage of DATAQUERY for online access to data and DATAREPORTER
- for ad hoc batch reports, as well as meets the system developer's requirements
jE; for sccessing the database through CICS and batch COBOL programs.
o

PRt
LN
e

OB

~ Assists in defining and disseminating technical standards and guidelines

g

oy for the usage and control of the database environment.
L

.’:-\

“_-

® - Ensures that all data fields entered into the DATADICTIONARY have been

e |
;:ﬂ standardized in accordance with Army deta standardization regulations.

0:3 -
b’ - Implements DATADICTIONARY and database security through issuance of

WS, <

Ty o

rue system/operator identification.
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5

~ Monitors daily performance of the database enviromment to ensure

% Ty

o

efficient utilization of storage space, keep track of system response time and

2L

maintain adequate records of DBMS growth rate.

oy

Ay “w
[]
. .‘\)‘. R

.

5

- Coordinates with system developers concerning procedures for changing

&L
X

ot

-

status of databases in development and facilitates the movement of databases

e S
S

L

*

from the development enviromment to production enviromment,

¥|

- ~ Trains functional users in DATAQUERY.

FACTOR 1. KNOWLEDGE REQUIRED BY THE POSITION - A

~ Knowledge of the objectives, overall design and operation of HQ TRADOC

datsbase systems in order to recognize probable interactions involved in 1

sssigned functionms.

-~ Knowledge of overall Federal, DOD and departmental policy, rules and

STl

regulations regarding data element standardization and knowledge of general

"'
-_",\'

ADP standards sufficient to advise systems designers on the use of elements

v |.
.l .'

»
‘<

and codes in the assigned application area.

XS
" li"

w0, e
A
oSl

- Knowledge of the agency's data processing standards for database and CICS

)

v
Nt

programming.
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FORT MONROE

- Knowledge of the Army standard database softwere DATACOM/DB and its
interfacing DATADICTIONARY, DATAQUERY, and DATAREPORTER software. Knowledge
of this software should enable the employee to train others, especially in

query and report writer applications.

- Knowledge of system analysis and design techniques and alternative design
approaches relevant to the database application area in order to carry out

studies to advise on the merits of proposed database changes.

- Understanding of the capabilities and limitations of the activity's
computer equipment configurations, system software, utility programs and
programning aids available in order to carry out database design projects and

coordinate efforts with others affected in the organization.

FACTOR 2. SUPERVISORY CONTRCLS -

- Receives general supervision consisting of initial assigmments from the
Branch Chief outlining general policies and concepts, setting priorities, and
deadlines. Supervisor is available for advice and guidance on unusual
problems encountered. The employee keeps the supervisor informed of progress,
unanticipated resource needs, and issues likely to impact other organizational
units. Work is reviewed in terms of effectiveness in meeting requirements,

timeliness, and conformance to the agency ADP standards.
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FORT MONROE

FACTOR 3. GUIDELINES -

- Federal, DOD, and agency ADP policies exist and set forth requirements.
Rules, regulations, manuals and instructions provide general guidance. The
employee is required to adapt guides and precedents for application to the
assigned project or gather considerable data to supplement gaps or lack of
specificity to solve a particular problem. The employee uses judgment in

interpreting the guidelines to advise senior personnel on general considera-

*y

tions to resolve specific cases. The methodology and coordination require-

LI e B

A A

l'l

ments in precedent p-ojects may not be available to meet the needs of new

.
.
LIS

s

assignments, The employee recommends changes in procedure and approach

I‘ N
AR
v €

regarding applicable area of sssignment.

CIr )
1“_‘\,...::-‘. N

FACTOR 4. COMPLEXITY -

-~ The assignment consists of broad functions or processes in the ADP field.
Concern is with all stages of sutomation from defining the need, creating the
database, and maintaining the dictionary for the database. Must perform
sccess requirements analysis to determine specific data a user needs to
fulfill his/her needs, frequency of request, and time constraints placed on
data availability. Employee ensures that keys and elements to database are
created to allow access to data required by a large number of users. To
facilitate subsequent modifications, interrelationships of existing and
proposed systems in the database enviromment must be analyzed and con-

sideration given to probable areas of future change. The work requires
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“ innovative approaches and consideration of a wide variety of data for new

IR

Ay

systems where precedents may not exist,

-,
“'

e

-,

- FACTOR 5. SCOPE AND EFFECT -

t

\

R -~ The work affects the basic structuring of automated database systems
2

) that concern a variety of functional operations in the agency. Advice and

guidance provided by the employee affect the work of other ADP experts and ADP

A users.

S

M

F FACTOR 6. PERSONAL CONTACTS -

N

~ .
N - Personal contacts are with ADP and user personnel at various levels
"~

within the department, representatives of other Government agencies, and

e

? representatives of vendors and contractors.

L4

o

¢

?

o

i FACTOR 7. PURPOSE OF CONTACTS -
-

N ~ Responsible for coordination and collaboration with computer systems

- analysts and functional area personnel to ensure accurate and timely products.
4

" Makes staff assistance visits to sctivities in connection with development or
o

i installation of database systems. Conducts orientation and training on a

-'I
¥ segment of user training, specifically query and report writer software

q

.. training.

-,

q

\
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FORT MONROE

FACTOR 8. PHYSICAL DEMANDS -

- The work is sedentary; however, it may be necessary to visit users even

in inclement weather.

FACTOR 9. WORK ENVIRONMENT

- The work is performed in & typical office setting.
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DEPARTMENT OF THE ARMY V. JOB NUMBER
JOB DESCRIPTION 86-368-S
For use of thiv torm e CPR 501, the progorent agenry s DCSPEN
2.INSTALLAYION OR HEADOUVART RS OFFICE 3. ORGANIZAYTIONAL LOCATION (Complete on urgenisetion copy only |
USAISC USA)ISC, Automation Divirion
{ Fort Hood, 71X Informaticn Center
e 5 FI. Hood, TX
T » -
5 .!_‘. 4. CITATION TO APPLICABLE STANDARD AND THF DATE CF 5 TITLE
- ISSUANCE
AL racylsory Computer SyatemiAnalyast i
L oM /PCs /YRS, GS-334, Dec BO . 6. PAY SCHEDULE 7 OCC CODE .- 18. GRADE
A OPM/PCS SGuG, Part 11, _us _ 334 12
1y \/ 9. FAIR LABUN STANDARDS ACT 10 COMP LEVEL
-\,“' Ky xenmry O NoNE XEMPY

EVALUATION APFROVAL

P
P

TITLE FAY SCHEDULE OCC CODE AND GRADE OF T141S JOB HAVE BEEN FIXED IN ACCORDANCE WITH OFFICIAL POLICY
AND GRADE LEVEL STANDARCS

A

s,

SR RRRN 5

ﬂ_‘.ﬂ"-

N A
. '
- IS)./nalurH ll)arrl

Ry / —

g 12, (// JPB CONTENT APPROVAL (COMPLETE UN OKGANIZATIUN COPY ONLY)

AT :

";\". ¢ TCERTIFY THAT THIS IS AN ACCUNRATE STA"?.‘.F'J‘I OF THE *2a)0DR DUTITS AND RESPONSIPILITIES CF THOS POSITINY
d"‘-':' AT TS CD T T TS L RELATENTHIPS ARD T n T THIF P10 1 N CF AT AP Y T CARDDN ouvr(-\rf‘.“r'1

L] [ S o2 .0 fet L AN RED TS BLT ’Hl"C LT WA LS C1 S O IR VRS SN I IUY I 3 et 2 (2 PP S ERE RN RN Y QY SR IY
® TIOW 1S '(\l. VUSED FORSTATUTORY PURPQOSBES RELATYING TO APPCINTNIENT AND PAYPAENT OF PLIBLIC FUNDS AND THAT
‘| v LY FALSE CRIAISLEADING ST_ATEMENT‘S MAY CONSTITUTE VIOLATIONS OFf SUCH STATUTES OR THEIR IMPLEMENTING
N REGULATIONS —

N / : ‘-?
::::' & - - e :’ .7 -
R X /) o K i Ge

( lbu.[lurc of Aporouing Super.isor) ’lDuh:

XS ©. TH(S JOB DESCRIPTION WITH SUPPLEMENTAL MATENIAL IS ADEOUATE FOR FURPOSE OF EVALCATION
n‘_‘-’
:‘;\_:
b 9 , é‘ 4
) -
k- fv/,b@l/ﬂ Q& &;.,(4/ 074 2t
g < (S’:gnalurr of Position Cu:uhuuon Specialist) ] {Date)
; 1yfnemsm DUTIES AND RESPONSIBILITIES
y 1.:- L
N builcs
' '(‘:' _
: J Serves as the Chief/Hardware Tech Support Section supervietor.

A

i - Superviees ooe military personncl snd four civilian employees.

.:_\.. .

: - Evaluatcs cmployee perfoimunce, develops stunvatrds under GPAS for cmployves in the
oS section, Interviews applicents for vocant positions, mukes recocmendatious for
K = N .
eppointucnte, promotions, and reassigrnments. APProves anc disapproves leave requests.
2 Heers &nd resolves complaiots from cmployees. FKRefors group grievences end compluints
2, to the brench Chief. Etfects wminor disciplinary eceasures such &g warniuys &nc
T Teprinamds, rccommends further action in more 6criovus cascs. ldentitics oevelopnent
‘L3 lréednang Deeds Of prYOUp LO Rupervisul. Kiviewe word procucts of grou} s tu
:_ taicdly rerfornence, satisfactory wmouvnt and quciity. %
Loelivats pplacetaiir regulovantie G dntenisticn daetnabutica. Jivvaives L
.',- CECTmV. Lap il il AntEracoe te Gitieps  jioblcic acsosttion wr6 fadld o wveer o e Llite,
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hecueives user appaicatiun development requitenontc 201 Helwelh EelViCis. LRBUILE uEeX
sntisfoction with Luta Ficccaping scrvicus by 1csolving udvl cemplaants thit pertein
to etthier hardware or software. ABS1IBLE Ubert 2N Lhe CPLTELION 0L LCIDINLL &l
funciioncl sppiacations. .

- Keguliarly reprevents the Ditcvctoroete at coetdng® with otficauls trom cother
tonponents  within Fort hood cupgaged Ip deviicopnoent of inforimation  systols  £ng
teleprocessing nerwories  lusures the depatloent'e views e prusentec snd tiepolieles
maticrs guch as toulticitions to plans cnd tnplunant: ticn ¢l Geieduive, MR

- Periciuo other Jdutics As assipgnea,

- Apsignrent to duvties othey than tuoke ocsueribec obove 1CT & jers0l In excese o U -
doys cunfrtitules o wisogsignnent (¢ mubst be cersected stwedicoely by submireson ot

Stenditu deir 5o to odthey detfar o posuinently fenapt the tLjioyte Lo blaee vy,

Furlure 1o 1ollow thie procrdure constitules & BO1il gystel vwiolatacu,

MIE - %lae i o nuw position. Positivon 1u evalusted on o projected basis and is
subjcct te poet-iudit after f1llcd en¢ tunctiouing for ¢ tvusoneble perloe o! lime,
Thie review shouid addrees currency and cdequacy ¢l 3ot ccecrdption e w il ¢s verity
clorsifacation slioeetion.

Fecter o, Vronledge keguired by the Posit.on 1250 Pts

Kucvlodge of eguncy ADP stencords, policiie, ond AuLiiofi2ec BYEtuL GBI TG opprvicley.

~ Ancrvledge ol the objectives onu desigh el teluprocesving eystims to tecoghace beth
FotetiliLs podels sne probeble Intercctiene wita thc gb2ERea .PPLi1caCiOn LYBLuR.
Kitwwmicage o1 old loceily written suftwaic procducts @6 willd ig wegpicte hnouluuge of
wl)l cif-thi~snvlt goliware avellubic on the ansteddotion medntromese  Kuonlouege of oild
WaCrO-s0Ithere &0¢ hierawate locelly owmned €1 ita€e@ ol dOCid ARBLLiazllIUL,  &NOWJedge
or the worl. Cowputer Programmrs «ie Conputedr Lquipnecut Anelysts Bufficient to
cecoguize potenticlly unworkable chenges in exiuting systews that could reguit trom
projosced circrnatives. Knowleagc of spoency ACP stacdurus end policice. Ability to
viite clear procedural instructioué 0@ user porsovnel.

Fuctor 2. Supervisor Contiols 450 Pts

- The wupervisor scts forth the coployee's scope 01 wctivily in the usbifuec vicsd &nd
«8s1gne spocial projects with objectives ctia cendlines. The wmploycye stuaties thc
speclil projecte, considers the regulir Aotk to be douc, juupes from procedect studive

9
[}

f:ﬁ the wonlours needed, and, with the e¢sgiclaonce of ussigned personnvl, executus the

50 ¢beignCents withit the tipefride reQuitud, courvinnted with concerneu orgarizatious

e <hd ievels within the depsrtuent.  Unusuel prebiems, controvereies concerning policy

}3. intcipictoation, or apparent necd to Involve otiier US Arwy, FURSLOM, or Fort hooo :
® conpunente i1c brovght ro the attuution of the supervasor.

o ,, L

}f' Focter 5. Guidelines 275 Pts

= Quluesafics WebLIst 1 wpency AP gtinwards s exastiug cystwwe vhach viuelly
piovide unrivi toudlee The Gpployoe whet Juupfirl D L8ePLing el n Lrprcoddes
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e
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::t“
e Factor 4. cenplexicy 225 Pts
. \) ACTOL . Uol.plexkity
o
( - The work consists of independent accomplishment of user assistance in the arcis ot
o Starnet hardware and software, IPS hardwarce aond software, System 34 hardware and
:;d, softwarae, ind Fersonnel Computer lardwure oand software. Responsible for: ensuring
‘.r:‘_a an efficient and economical informatiun network, and the cevelopment of zanzgezbility
‘;-‘ functions to control network operatio:s. Ensures that changes to the network are
s nondisrupti-e.and network tests are included in the design.

N
;.j Factor 5. Scope and Effect 225 Pts
L) ":.."

T " . . .

-c;,- - The work involves establishing and participating in the criteria for assisting the
NG end users in a wide range of automated systems throughout the installation.
S

Factor 6. Personal Contacts 25 Pts

:\' - Personal contacts are with employees at varicus levels within the installation and
.;‘:_ occasionally representatives of other DA activities, vendors and contact personnel.
-

:;-;- Factor 7. Purpose of Contacts 50 Pts

®

ES - The employee has frequent conferences with the end-user and occasionally wumakes
formal presentations to user management on the results of feasibility studies. The
R primary purpose of contacts is to advise on work advise on work effects, coordinate
ol plans, resolve operating problems, test and evaluation of products.

‘ Factor 8. Physical Demands 5 Pts
e
:::: - The work is sedentary.
LA

rﬁ Factor 9. work Environment 5 Pts

5

Ll
.:) - The work Is performed in a typical office sctting,

L\

L

) -

T TOTAL PTS - 2510
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DEPARTMENT OF THE ARMY 1. JOB NUMBER

JOB DESCRIPTION
For use of this form._ see CPR B01. the proponent sgency is DCSPF M 86-243

2. INSTALLATION OR HEADQUARTERS OFFICE 3. ORGANIZATIONAL LOCATION (Complete on orgenization copy only §

USAISC USAISC

FORT HOOD, TX

4 CITATION TO APPLICABLE STANDARD AND THE DATE OF 5 TITLE

ISSUAN

\ cE Computer Systems Programer
OPM/PCS/FES, G5-334, Dec 80. 6 PAY SCHEDULE 7. OCC CODE 8 GRADI
GS 334 11
9. FAIR LABOR STANDARDS ACT 10. COMP LEVEL
XX e xemer ) NONE XEMPT

" EVALUATION APPROVAL

TITLE. PAY SCHEDULE. OCC CODE AND GRADE OF THIS JOB HAVE REEN FIXED IN ACCORDANCE WI!TH OFFICIAL POLICY

AND GRADE LEVEL STANDARDS -

= -~
’ /é/
Cﬁ// /a// €§Z. Z?
«C/n//é/ Ltogp o = 2L oy 74
P (Signdture) (Datr)

12 / / JOBCONTENT APPROVAL (COMPLETE ON ORGANIZATION COPY ONLY)

e ICERTIFY THAT THIS IS AN ACCURATE STATEMENT OF THE MAJOR DUTIES AND RESPONSIBILITIES OF THIS POSITION
AND ITS ORGANIZATIONAL RELATIONSHIPS AND THAT THE POSITION IS NECESSARY TO CABRY OU'Y GOVER.S T Y
FURNCYIONS FOR WHICH | AN RESPONSIPLE THIC CERTIFICATION IS MADE WITH THE KNOW_EDCE THAT TH' i 67 Ry
TION IS TO BE USED FOR STATUTORY PURPOSES RELATING TO APPOINTMENT AND PAYMENT OF PUBLIC FUNDS AND THAT

FALSE OR MISLEADING STATEMENTS MAY CONSTITUTE VIOLATIONS OF SUCH STATUTES OR THEIR IMPLEMENTING
REGULATIONS

W _ /8 fof 20

7 lSmutun oS'Approvm; Supervisor) (Daul

s. T“iS JOB DESCRIPTION WITH SUPPLEMENTAL MATERIAL !S ADEQUATE FOR PURPOSE OF EVALUATION.

—

/ L 2& 2 e &6

(8ignatyré of Position Classificetion Speciotist) (Date)

N — S— . ... _ S —

1XETATEMENT or(by&s AND/RESPONSIBILITIES

MAJOR DUTIES

~ Serves as USAISC Network Controller with the primary function to design, implement,
and meintain the communications network of this system utilizing the COMTENS 365
front end processor. Assists in planning, selection, configuaration, and coordinatin

the i{nstallation of data terrminals, printers, modems, and controllers. Analyzes the
channel assipnments on the host computer and performs load balancing through the use
of optimur codinp techniques to provide best possible response time for network users.
Estimates costs and resource reauirements for network services. Assigns networ
addresseg, line numbers, snd other netvork installation activities. Using thie drtea,
pencrates and asserbles svster software communications wodules for the front end
processor and host computers. Reviews and subpite for approval design of notuork[
procecdures. Develope, in conjunetion witt the ADP Security Officer, procedural and
sccurity stonderde for networkh functione. Assists in providing probler deterrination
colutions to communications users whiech vill recovire ure snd knowledge of e]ectroﬁc
test ccts for eirvlation of terminnle, roders, and centrrl processinf \'MtS-
Coorcinrtes ané schedules reaquirerents with Anslvst/Presraomers, Ecuiprent Anelvet,

\ - - ¢ ~
e icferestion CLerter poersennel to aAssure all onfcinr, nevw, £DC .l‘.t\tc.
ey fey -rl Theediiaey r'r——--»--“ L R R A itk S 2 -::f:fk) P A ) : o
o mvdyy Vorer . G o
mrar(T. Ixlerrines enc ceacuets training for onecing, net . ETC pTodect oreritaenis




proceduree, to include w-iting and wnintenance of computer operstion procedures,
Provides guidance snd procedures for end-user application softwvare snd deta inteprity,
Monitors, and vpdrter resources within the Remote Spooling Corrunication Subsysten.
Devclops and documents netvork operating procedures for the data center operations
erour.. Recommende communications hrrdware and softwrre combinations that will produce
optinur results, hoth 1n the nctwork contrel proprar on the comunicetions front end
ProceRroOr,

- Attends meetings with subject matter specielirte to refine decipn concept of
corrmunicstions networks.

- Frrforrs other dotties 8 arsignec.

~ freipnrent te cuties otber then thosc descrited szhevi fey » period §n execrr of 20
c¢ove conerftutes a rissseirnment and pust he corrected irrediatelv by subnifrjo- of
Stenderd Forr 52 to either detall or permenently assirn the erplcyrc to those duticr,
Feilure to follov this procedure conetitutes # merit system violetion.

~ LOTL: Incurtent's tour of duty fe eruhject to varving fhift start tires cdue to
evizlibility of computer svetere feor sveter rrorrammine efforts.

Factar 1. Knrowledre hecuired of the Position: 1250 Points

Knowledre of networling drta comunicatjons softwere is recuired to advisc management
on nreded comrunicetion software to irplerent nev network rcquiremente. 7Tris includer
COMTENS wessage switching systems software internals. keauires knovwledge of IR’
teleprocessiny accege methods software such ar Basic Teleprocessing Access Method
(BTAM), Vertua)l Teleprocessing Access Method (VTAM), BISYSC, Systems Network
Architecture (SNA) snd Customer Information Control Syster (CICS). Fnowledge of front
end processor systems software geperation and the IRM CPU systewms software generstion
vhich pertaing to telecommmications accees vethode. Fnowledge of IBM CMS ané CMS
editors which pertains to the generstion and modification of EXEC lanpuages and macro
i{pstructionr is required. Knowledge of job control lengusge., Ability to utilize
vendor supplicd progrsms required for installation snd maintenance of epplication
software, executive softvare, snd systes operation. Knowledge of computer techniques,
sethods, and procedures to assist in fecilitating the allocation and manipulatiocn of
computer hardware.

Factor 2. Supervisorv Controla: 450 Points

Works under the general supervision of the Chief, lardware and Administrative Support
Section, Informetion Center Breuch. hork if accomplished independently with general
guidance. Assignments are received in the form of prolects, end profrar
specifications, anc hardware interface recuirements for the Fort Hood Inestallation
broceesing Sveter (1PS)., Incurkent ie responeible for planning and carrying out the
pcneral mrnintenance, svetems generation, network design, and communications linkarc of
the TES. Incupte~t 1 resvonrible for inacpencent worl acconplishment with unusual
rroblers bhoinr referred to the FRUDETVIRCT. Vort 4f reviewed for overnll evetemr
ctticiency, sret checl., ruetorer satigfacticn, end peneral review of speciffc rretlere
r:colved oo proiects comnletec.

berrer 4, (rico)inee: 275 Points
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extensive interpretation of overall specificetions, systems software used for previous
generations, snd monufacturer technicel wmanuals. Judpement 1s required in developing
plans end evaluating methodologies which ultimately reflect in the corprehensive plan
for the installation's local eres networks. Overall responsibility for development of
written ADP procedures for USAISC,

Factor 4. Comnlexity: 225 Points

The work consints of independent saccorplishment of svstems software actions, to
include defining problems, recormending solutione, perforring sveter softwarc
maintenance, and testing changes. Kesponsible for peneration rodificntion, and
enhancerent of systerr softwere for tafloring to fit the dnstalletion corputer
networking recuirements, Perforrs custorer aseistance to include modificratior of
custorer profilese snd seccounts. Ansalyzcs, develops, and updates operetional
rrocccuree and vrovider traininr of corputer oprrators In devilonrent £nd user of
erycecutive routiner in botl o production £nd test environeant. Coordinstes onrcins £nc
future software/hardvare operational recuirerentrs vith eubiect motter experte,

Factor 5., Scope and Effect: 150 Pointc

The work 1invelvee erelyzinp, and eadvieine on eveter protlers, cveceticne,
chiracteristice, decicr, And uer, Tbe verl effectz the recl=tine D1 procereine
activities of the telecorrunicntions syster network et a gulti-cdivieion installation,
with 8 linkape to thre VIABLE Rerjonal Data Center nctworl.

Factor 6. Persone] Contactr: 25 Points

Personal cortacts ere with AP} specialists, proprammer/analvste, contractor personnel,
vendors, representative of other activities, and operations personnel.,

Factor 7. Purposec of Contacts: 50 Points

Contacts are to provide and exchenge informstion with subject metter experts, advigre

on work efforts, coordinate plans, end rerolve specific ADPF communication eystems
netwvork and operationsl problems.

:, Factor 8. Physical Demands: S Points

o

f‘:' Must be able to 1ift 50 1ds; operste military motor wehicle; and climd ledders.
o

’:f Factor 9. Work Environment:! S Pointe

t
l'}

The work will require working in hot/cold and dusty areas,

(SR N -

TOTAL POINTS:

)
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OEPARTMENT OF THE ARMY 1. JOB NUMBER
JOB DESCRIPTION 86-246
For use of this torm_ ese CPA 801, the proponent sgency is DCSPER
2 INSTALLATION OR HEADQUARTERS OFFICE 3. ORGANIZATIONAL LOCATION (Complels on orgenization copy only §
USAISC USAISC
Info Ctr
Fort Hood, TX
4 CITATION YO APPLICABLE STANDARD AND THE DATE OF 5 TITLE
ISSUANCE

Computer Systems Analyst
OPM/PCS, GS-334, Dec 80. Ld Y J

6 PAY SCHEDULE 7.0CC CODE ® GRADE
GS 334 11
9 FAIR LABOR STANDARDS ACT 10 COMF LEVEL
O exemer XA nonExXEMPT

;';%;‘.:5'5&.‘

lll'

"y

11 EVALUATION APPROVAL

TiTLt PAY SCHEDULE OCC CODE AND GRADE OF THIS JOB HAVE BEEN FIXED IN ACCORDANCE WITH OFFICIAL POLICY
AND LADE LEVEL STANDARDS
/ .

7

NP \v// Sl A S 4?5’(?7FL, gf?/

-~
o~ & '1Su'nal ”(‘I Fd (Durv

x
. %

42/ 1’ JOB CONTENT APPROVAL (COMPLETE ON ORGANIZATION COPY ONLY!

N,
o4,

g

8
g -
e

RAVTNN ¥

R

PP A
v %

- &

e ICERTIFY VHA:'/’I'HIS IS AN ACCURATE STATEMENT OF THE MAJOR DUTIES AND RESPONSIBILITIES OF THIS POSITION
AND TS CRLAMTIATIONAL RELATIONSHIPS AND THAT THE POSITION 1S NECESSARY TO CARRY OUT GOVERNMEAT

EL TN FOR - CH 1 AN RESEDNSIELT THISCERT FICATIC N IT RADFE WITH Thi ROV LEDZE THAT T S iRF TR
Tio o 0 b Wiel FORSTATUTORY PURPOSES RELATING TC AFFDINTRIEST AND FANY AL T OF F CELIC F O DS &5 0 T T
tALSE OR MISLEADING STATEMENTS MAY CONSTITUTE VIOLATIONS OF SUCH STATUTES OR THEIR IMPLEMENTING
REGULATIONS

Tt
P IFALS
L U U O S 8

)

/ %unatun 81 Approving Supervusor) %{D{m }
A
6 TH B DESCRIPTION WITH SUPPLEMENTAL MATERIAL 1S ADEQUATE FOR PURPOSE OF EVALUATION

4231-41;;/L/CJ%§

(Signature of Position Cilassiflcation Specialist) / {Date)
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13 STATEMENT OF Loy AND nes,fmsmuvnss

LUTIES

Performs Syster Anelysis and design of variovs autereted systers in support of Ford
Keod,

-~ Provides preliminarvy syster analysis, Iincluding berdwere and esoftwa.e evalustion,
eyster deeign, syster testing, end systemw implerentation affecting batchk an
intcrnctive procesring systers. Provides techtnicel essistence and treining fo
spplicatior syster users. Prepares cysteu cdocumentation in accordance vitk local SO
snd governing 1D end DA rcpulations. Servee on typicel system todificrtion preject
and rew epplicution developwent projects. Porticipetes in all phesce of the preject
fuvises cn systen requirements &nd lirftetions to help uscr persenmnel in defining tb
protles or rced for cutoratiorn. Periorws Loth rardwere/softvare and cost feseibilit
frventigaticus €5 UBCT JIOMGbels and Crf/reccroends ditenréte sciuticre. latercore
tyeter cornzigvration, eccuipuwert reguiremente, filc end 1eCc0¥d reqQuir(rerte end
ttresturcs, cate tlev witiin the wsiny orgfanization ond EOVTCCF pnc cdestinciior: oI
recuLrcd cate an? Iriorraticr. Providee techrical esciftinees to veer ir ceoveicpneng
o1 firnctioril ecescripticn. ldentifies specific &ntoraticr ryeevarerents to includq

PP
""t.‘x'.-. « @ LTI L“.
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I' sproltic cate rlenents to be wed, datn flow ddegprere, rrofrat ctecdules oreé tredrx
o5y znt§rrc1:t1:n:h1p: erd develep cycter flow  cli'Tis. Previccee uvser rtreiring and
DO, Tesindcod asslstorcs uprr Srrplecertatien of tic applicitier,

= terves as tesn lcacder or teer pember witt other evener inaivsts ipd rocctired
verprtel sfpecdeifste on Jerfe BCile BUTOLILIGE PIOJeCEE. /£ MPE .CiC€, LCIVCE 7€
£.3p 20 pulul 0l COREACT 101 TrOLCCtive UECIE FIX Cther nponciece noecirs or stroviring
Toor1dad Irtervetion,  brovraer teor supervisior urcer cdirection of predect tirnager.
S nerbar Jroryideally o 26sap100 apecdllc veettrerents eof tle everrl) evreor vl 3s
tesrensitle rov cnalvels., cegirn srd irtertecive of those srecitic rrevirererte 1ich

A# ci'r reeviverence dendr tle fio¢ arrlicotion., lerbg vtk ester rteoss soertr-r Lo
ﬁc ool fygpresentetrvers fr tertornin® svclr cutfes an V) sverGutre eyIstive cptlicitirrs
:«E s3I LU rrer scvrces BGoL 0 er 2RC te deterrine YeseiR{litv of secrtcne nviarses
,‘.n:\'.. £ OITA 0 Lcoericret e vPeY T 2) rrslvrding vEOr 10CUYYSION IS are oftaYice
AN et tiheo v e lane or develer mirpe te purlerate these TYoCeaste Togu T ToE g
. ) Soowa e e gerenY cevilerrory, ) ecterrininy vhether to vtaYare 136 fFrTUCTUTG: C°
[ Bort Monpeaerert $yEi0n8 JOr fturépe ol eyater deta, L) CrCVIcIne  LOemnLdii

gselBlover w1 ¢ ueer trddirdey for devdsopad opplicrticr.,

= Fortorge ciogearer, ovrerdraptation, ard (valustdor o0r rev rreduvcte ond ceovclors

. Tales Gl TiGrsy FIEINOCNAIY GNESNIIFE, D0 LECORTATGITIONE 36 vy Yrawcete f
[ RS U O - S SR SRR o W EE SHI- S S AN SN N N S R ST T £ 5 Y R SRS RS ST
L Corgufer rrotere erd 1N cerpetatie riecroccmprters  te develon, tent, Jebup onnc

ey deront verr requestec epplicatiorne in edither latel or intersetive emarcrroents,
{ori2coxe prg reoerrener tolerrecescing o1 cdisryfbuvtoc preceesiuy sodivriere o
b sltesn.Laves,

I

- berves ar @& consultent end provices techricel epeeistence end recerzencaticns cr
eltercative scivticpre for wveer vearests of cff-the-simlt seftvire vrerarpes o periur
tuterLree functiens wthin the requesting (fFancy. Tetetrdnes cost erf.ctiversss of
gLt pachages es opposed to nevelonrment of en epplicetion of an IPS sveter. Malre
fiell trips to user crpaAnizations to seevre date corcerning prohler &reas to orient
LonfgETA <0 new procedures, eveluste tield recormendstions, snd perticipate Ir egystere
accoptability tests. lieets freauently with prograrmers and testing srecislists to
) coordinate wovk and resolve prctlems. Cccasicnally wmeete with personncl iIn other

CAK cotrence such 28 TRALCC end F(FSCOY or preblerrs of rutual concerr.

oA

e AN Thie ie & revw positdon i the Jrnfcrraticn Center thit s estrbPlishid 7p¢

-}k «»slurted on » rrojucted Yaris.  Fcrition is sutiect to post eucdit nftey filied sre

;::' functderdre for s repeencble vperiod of tire to eunsvre aAccuraey of dutice ang

o clerwiilcrtion cllocatior.

s

j_ij = vifanoe otier suties &€ #sfipned.

.4'_-.:,

ﬁ"? ~ reelsrrentr to dutden otter teen trofe desceribed abeve for @ rerdod i ercesr of OF

’Qf dove constiteter porierseiprrent crnd tust he o cervected frrediatelv Py ocvhriecicr of

.“ Tooraors vois L2 rte eduior cotedl or prrmonently cegapn LR enplover 1e tltose durteot.

"Ft' Feilv . te fellew thir mrecedure cerstitutnrs o rerjt cvsrer violstion,

A

K :":" . . i b ' ¢ [ - Toyn - 4

N L RS I I S SO AR At 1250 Points

) i’

‘ i;: P ecdees bYe ef Voo lovel liepvorre one vriditd e osvch o 00D 0 TT AT

"' - 0. - streys y cenvedersng ftrerectdve ore tetel sprateatters feoo the Tere o boor
T baccdoar, Sverer, LRowIeCFe €L oavereoe s JVeiE ape Ceercr torhoienes

F-110

L
ENTASNE TN

o



YR Ly U UY 7T ORI TR T TR T TR LA VRRLAAST e TRV LT TV P IRV RA RS TEATETE e ST .-..-.'

pereinent crarecteriatics of ryverer geftvrre ord sveter Yordusve Sroorder to perferr
stéier to advife renrperent no rtev!tr of frereced AF srilications.  Vnotledre wF
stnte=of=i{Fr=: 7t  wicrocomputer  ~cuireent  and  cofivave,  tee dreleds effetbrenl 0 f
gofrvere trchess cipoltiliitdes, Ceperrl bnetiedpe of VI ARTF rrd STAIMIC evetrrg cpA
tte?r nee In riseton and (217 provesnir; cvetens or Fort Yoor.  f general boowtoges o
thte micstor. chiectivesn, tordnoicery, “od rerrersuo i Practices rU Fori Y ocd te ornsilly

Iovopticae eb o ttoicble sioce of frrirsetder Ll LT netveon jrepeesd popaLent Lo
W Wy FTLYP 8)ETCCE, Foevaedye  of ADP vaccediarer, repuletiors ind Trevelinng
proetiese o o dley spermeses NI SN ¥ S > S T £ A NP B CHE USRS AT
) B2l IV CtCotLeRecniene o devedepnont o svEIJCerstIconr ovSters, HE RS DU
»” Teoziicccier ¢f exdgtinl uvalins: v e 2T L dedeting roJor cunFideritions o cvogrs
:"‘.: ef oo iae e the eavti i preoect, Cteriede oo cie ot oyrecesena Lo oy
" Jiveuntint . rVHICL woba; il A0l cv Zeenrdivinn emC CC110013nE AN RELT FYCE adg
;:; (52 PO SR S S STEEY R U I IR ) (63 SR 4 N0 G e N ST S AT & SA 8 Sal < Y o RN moy Tecye (o the e
':-.( TN L S TR TS 1 N O o G U INUR N ¢ S 4 ARV N SR SN P SEP O P S SO A I SR X orcoorn,
‘ prrertao e arveninlbie clerpor o erxretdrs overery that e diLuit Dt prone e
A P& ER T Frosd o bravleoye ol Goals rne Tevatitg of Gltciaat Selph et
- teolnolesdcs jetewtdadly cpplicetle o e Bficcted wron evdifdcierr 1c porfer™ streaos
:-:- end wCviic vl owhewne? ITRL BYSLUih UL L1 TpEE 01 X308 tyELerB 2T Cesiy -hle.
NS _ i
>e Froor7 v, Srgoveseery {ertrele, 450 Points
Yo
i e tvporvaror fete tle o ovared) ohjectiver anA o T gserevltatdien vitt e arplover
actcrz?rnes tirefr-rves and posaitle atifle v ~raft or ether rcrcuvrees veontrel, "y
crrlcysc 3 yeeporeitle fer plerrdre crd corvyine avt the werk, rceolvirg el ltore
Atk profreritere erd uRCT ToRrercrtrtives, drtepratioy and courcdestine 1o wvarl  of
othere 18 Tecesbaly, unC fnternretfvy poiicy en cvn dritietive dn terreg of ostalblieped
obicctives., The egupervieor e Yrrt irforrec of prefrese, potertielly ceontroveresel
wattere, or thoge vith frr rerdliry freiicor?nra. Conplotesd  werh 10 rosfovad Tegr
overi 1Y crendpodpr dn rterms . of  Jrsedbilitv, corpatibdliry v drr orbiy owerd, e
cffictiveregs In vectin® recuirerentr ot expocted resultse
FACT(F 1, fCuidellres. 275 Points §-
Gulce)ines prims-3ly corcists of Fert Voce sDP stnnderd. and pt?(‘n(‘-f‘h%:. Cerrrredrts
rre fmposed ty the reculrerent for corpotfbil?eoy with exiscirg evete®e., Ir pencreld,
) cocurentaticr is uot evailable, uricoquati irc/eor irconsistint with sfency stancerus.
e Juérenent is reouvired In irterpreriny the fyietirg docttientation, $f nnv, deciding
o whet adceitiore]l inforretion tiv be reeded, srlectiry socrecce of erprerpriete detn, ore
bUuAplIng vRrISTITE BYSLCME LG LOV TEQUITPEETES.
®
'::-: FACTCF 4, Corploxity. 225 Points
'\.‘
\i’ﬂ N N . R . - ..
SN The sisvenrcrte {rvalv: eeverni of the srpcer fp the Luterstsen rrcce se. Lresoany
:: Wwlet irn te to core typieally teovires asgessrent of sitvetdconrs crmplicnclc U
o tnevfficart ¢-t. . Coneslerztier tact be piven te trobeble arere of ferure chorpe g
o oo sv cayre ac cg te focilfeste golacer ot podritestoene. THC oterl vecvites

I - - 3 -y - 3 . . . » 4 ~ N ,
oA ceveleprert ¢f yrosrirriry rrecifierrions Cov enletirtd .} chpraryg te oYirttugp EmVElOrF, _
a - '
-{l
-‘.‘“ . (24
e ) N A Teeve e THhigccer. 225 Points
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-1\5
o
N DEPARTMENT OF THE ARMY 1. JOB kuMBEh
o JOB DESCRIPTION
(’_._'_‘_ Fac use of this form gee CPR 601, the proponent spency i DCSPER
'f'f:‘:' 2 INSTALLATION OR HEADQUARTERS OFFICE 3. ORGANIZATIONAL LOCATION (Compleie on organizetion copy anly
Foee, USAISC USAISC
Port Bood, TX
4 CITATION TO APPLICABLE STANDARD AND THE DATE OF |5 TITLE
IBSUANCE Training Instructor (ADPE End-User)
OPM PCS FES, GS-1712, Oct 66; Instructor g hpavscrebuLe 7. OCC CODE ® GRADE
Grade Evaluation Guide, Oct 8§2; GS-335, cs 1712 07
Peb 80. S FAIR LABOR 5 anuanDS ACT 10 COMP LEVEL
o | Dexemer XA NONE XEMPT
" f\’A_LUATION APPROVAL
TITLE PAY SCHEDULE OCC CODE AND RSN -7 TS JOR HAVE BEEN FIXED IN ACCORDANCE WITH OFFICIAL POLICY

AND GRADE LEVEL STANDARDS

(Signoture of Approving Superiisor) (Date)

- (Nie Lt [¥ 2
N 12 JOB CONTENY APPROVAL (COMTI'I  TF ON ORGANIZATION COPY ONLY)
.
-
'_:4-: e ICERTIFY THAT THIS IS AN ACCURATE STATEMENT OF THE MAJOR DUTIES AND RESPONSIBILITIES OF THIS POSITION
AN AND ITS ORGANIZATIONAL RELATIONSHIPS AND THAT THE POSITION IS NECESSARY TO CARRY OUT GOVERNMENT
Voo FUNCTIONS FOR WHICH ) ANM RESPONSIBELE TiHIS CERTIFICATION IS MADE WITH THE KNOWLEDGE THAY THIS INFORMA ‘
'.':\ TION IS TOBL VEE T FORSTATUTCRY FOURECLO Y RELATING TO AFFC NTRMENT AND FAYMENT OF PURLIC FURNDS AND THATY |
i FALSE OFR M.SLeaLinG STATENM " T o~ COUNST.TUTE VIOLATIUNS OF SUCHSTATUTES OR THEIR IMPLEMENTING |
REGULATIONS l
- "-
Sl !
o) |
o !
.. X 1
i
|

b THISJOB DESCRIPTION WITH SUPPLEMENTAL MATERIAL IS ADEQUATE FOR PURPOSE OF EVALUATION.

iSignature of Position Classification Speciolist) (Date)
12 STATEMENT OF DUTIES AND RESPONSIBILITIES DUTI1ES

Serves as thc Education Coordinator for the Informetior Center Branch, Automstion
Division, US Army lnformation Systems Command.

- Develops procedure msnuals, operstion guides, snd formel ecducution peckaeges to muke
snd keep users awvare of the cspabilities of the lunstallation Processing System and
microcomputers. Conducts end user training on lunstellation Processing System and
microcomputer software. 2

- Eveluates ané recommends the selection of commerciul training packages, to incluce
computer-eseisted inetruction. self-piced progrore of instructiorn, Ruiti-secid
Lcoursés, end resident truiping coursce to essist the 111 Corpe rna Fort booe cetputler
trafning eftort. Develops formel educetional] traiming peckeges to include progiren ?f
fnetructicr, leeeor plire, &uc LTaIning &LC Vigvei £1dr. ~

- (ollecte source Eoteriels for veirious ccursce {roc SOUTCCE both inelct onC CULELIOL
the teder:! gorETMMERt; €., PriVEtc INCUERTYY. cove, tione: fpsrituvticre, libroades,

t
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SANA ¢onetantly revised with little or mo motice to using agencies. These materisls must
t{.:-‘ bt wmassaged to make them consistent with the 111 Corps snd VYort Rood traiming
b eftort. 3

- Provides coposultation servicee to both DULIM and 111 Corpe MACOM fmstructor personnel
or techriques anc pethods of inftruction ard softwsrc in usec ot Fort Hood. 1

kS
[

Lol
%
£AZ

- Provides sssistence on ipmstructionel techniques ar¢ mcthods and sdvises, obeerves,
#i. evelurter cné JLBtTUSLOY PeTECRPel 01 (JJrfgsreor inttivctions. Corj:ler arc
snriyzcg roequeste on treinipg requiremente reccived fros orginizetions responsible 1cr
Froevicing thet infermitior. Detorwines schiculct end qQuoter for wl) civilior cre
ri13tery petgonnuct et Fort Beooe besec or the aprclysis 01 inlcrmition reciived,
Poepcoeibic {or provicang helfp Gesh peveertes votl suifroaent anetructacne Lo peTiort:
fobrocbtne ctrietinte 01 r bk mEccee higas .

.
Forrczne ot cutder r oerSoptoc.

~ feflgnpert te dutlef othei then thoge otsctibea ebcve four & pe110C 10 eXcest 1 oL
arye constitutee & mWISE6BigNment sho WUbl bt colrectec jumidietely by submissacr of
Clrrerte Forr 50 Lo either 6ctiil o1 prae:nerildy wesiyn th: (rjleyec to ther: cutice.

I FET P SR SRR S T & AU R SN | VR R R I A R

Fecoor i. knovieope Kegquirea by the Positdion, 750/f3

Ertersive knowledpe In the &pplicetier cf & vericty of ecdveuced, sophisticeted,
ingrructiorsl teclniquee sulteble te the eutomctic Erte proceerirg svbjeci é1en, te
iuclude, seminar, group discussion techniques, progremmed instruction, aulti-mcdis spna
coaputer based fpstruction. A broed knouledge of, tc the extent that the dndividual
=111 be sble to plen for and execcute end-user traiming for, #ll wmicro &nd mslufreme
cospuler softwite in use at Fort KHood. A besic knowledge of mensgement principles 16
Tequited to efficiently mavege the scheculing furnction.

Facceor 2. Supervisory Conmtrols. A75 3

Yorks under the general guidsnce of the Chief, Boftware/Education Support Section of
the lnformation Center Branch, Automstion Division. Ilmecumbent is responsible for woik
accomplishment without benefit of dvtailed supcrvision o: guidance. Suprrvieor
furnishes guidelince et to the softwiic packepes the employee is to prelere tc tcuch.
These guideiines w1¢ buscd on DOIM menegement's deteimination ©f end-ueer peeds.
Review 18 made for scequacy and effectiveness of jucwwbirt's Zesu0l. plzbo and Ledching
petforience enc the effective m.nagement of the scheduling fuuctlon,

2,
5

-
‘.,1; ® :v"'.

Factor 3. Guidelines. 123 p73

i,

b

'S
It
“ 4

Culaclines coosist of orsl/verbol 1imstiucticns, pulicics, proccouree, 8SO0Ps, vendor
scftwiIe anstructior mItucat., elC, Inploy ¢ veee Judgimort o Cuetalaom coulre
CCTLLIle &I ¢Coply tewchang Eorhivas tu the pellaculol MuLe 100 €CUCL AL, a0 it

)
v

@2

o vith coneiderstion giver te the boowlecge &ne whail level cf the peroent roce.vong
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s Lo te, & Lotpiexaty. 150p73
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sxercises, and perfors other such functions needed to conduct classes on micro and
ssinframe computer goftvare and capsbilities in place at Fort BRood. Scheduling

function involves a level of complexity commensurate with scheduling trsining classes
for the military and civilian population of Fort Bood.

Factor 5. Scope and Effect. 75275
The work 4pvvolves esteblishing leseon plens and clessroom exerciscs for enc-user
training on scituare and hardware svstews 1in use¢ at Fort Hood. These Softwzyc

progrems ore devclopec bott loczliy end procurcd fron vendors. Work perferucd cffoits
111 Corps and Fort Kood activities snd Ms jor Subordinate Commsands in their sabiitty to
us¢ outopited systems &nd procecdures tC a6sist them {n perforaing their mievicr.

Pactor 6. Persuncl Lotitecis. 2373

Coriecte vae vith maacpener ot fdcce e, ADF «igp ottt both wilthin &l Ouliace bl beno,
et uecle ©f ALl 1csoutiub, sl FePrebelitilives 01 vendouls anc contractors.

Fector 7. Purpusc of Lootacts. «Op7S

Contwcts wathin Fort licoc mrc twofold &nc perforr two furnctilone. 1) acrisl 4
CulaILatidly  erC Uil lleaTa,  ToguareBenit watl. Cavidion barsonnes Cizsce. Lange
altotc tav: hetopenent Gillce, et bratquolleis  Comisle  daeldliby Olllclals. 45
Piovi¢d: munigemint overview of &nd user tireining on softwere &nd haravere in ube ot
Fort Bood.

Contacie outside the fcderel govercment are to obtain upcetec Boulee metirial for

specific courses and to ensure that vpdsied teaching wmethods end up-to~date subject
foformation are incorporsted into instruction material.

Pt

Work requires standing, walking, stooping,
squipment snd supplies up to 40 lbs.

Factor 8. Physical Demands.

bending, cerrying and lifting crwputer

Factor 9. Work Enviromment. 5775
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The work 1s performed in a typical office setting.
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DEPARTMENT OF THE ARMY 1.J06 NUMBt R
JOB DESCRIPTION
For uee of this form_see CPR 801, the nronnnent sgency s DOSPHI R 85-656
2 INSTALLATION OR HEADQUARTERS OFFICE 3. ORGANIZAT IKINAL LOCATION (Complete on organization copy only
HQ, III CORPS AND FORT HOOD
o FORT HOOD, TX FORT HOOD, TX
_ . h{ CITATION TO APPLICABLE STANDARD AND THE DATT (€ 5 TITLY
RS ISSUANCE n
N OPt/PCS/FES GS-335, Feb 80. | Computer Assistant
:-_,.‘\ 6 PAY SCH[DUI! 7 OCC CODEt 8 GRADE
- GS 335 06
o 9 FAIF LABOR STANDARDS ACT 10 COMF LEVEL
\ L Oexemey Ki NONE X EmpY
f 'N' 1 FVAILUATION APPROVAL
A} TITLE PAY SCREIDULE OCC”COD[ AND GRADE OF Tit17 113 11aVE BELY FIXLD IN ACCORDANCE WITH OFFICIAL FOLICY
i AND GRADE LEVEL STANDARDS
W
e
b o
W,
r I 19 September 1985
( ’ EScnaturn (Date
r:'_. 12 JO8 CONTENT APPROVAL (COMPLETE NN OKRGANIZATION COPY ONLY)
-
: vl‘:: o CERYIFY THAT THIS IS AN ACCURATE STATEMENT OI THE MAJOR DUTIES AND RESPONSIBILITIES OF THIS POSITION
k"_ AND ITS ORGANIZATIONAL RELATIONSHIPS AND THAT THE POSITION IS NECESSARY TO CARRY OUT GOVERNMENT
"\_‘\ FUNCTIONS FORWHICH | AM RESPONSIBLE . THISCERTIFICATION IS MADE WITH THE KNOWLEDGE THAT THIS INFORMA
"y'\ TION ISTO BE WUStD FORSTATUTORY FURFOIIS RELATING TO LFPOINTIMENT AND PAYMENT OF PUBLIC FUNDS ANT ThRAT
- FALSE OR MISLEADING STATEMENTS 1AY CONSTITUTE VIOLATIONS OF SUCH STATUTES OR THLIR IMPFLEMENTING
REGULATIONS
) .-P.
2 2 -
-| ( U 2 S% ¥S
l \'-F {Sign rr)v] 4ppn-| my Qunrru anr) ofc)
b = ———————
( » b. THIS JOB DESCRIPTION WITH SUPPLEMENTAL MATERIAL IS ADEQUATF FOR PURPOSE OF EVALUATION.
A
3
A\
<3 19 September 1985
\.r::\ (Signature of Pnsition Classification Specralint) {Date)
B 13 STATCMENT OF DUTIES AND RESPONSIBILITIES
DUTIES:
‘ *.&i
N Serves as primary point of contact for resolution of customer problems related to data
SN processing in the Information Center Branch of the Information Systems Division.
5
._-a'?‘ Provide first level customer applicetion sssistance or be able to direct the customer
® to the correct software analysts for consultation.
oy
X0 Initiates request to eguipment vendors for maintenance of the telecommunication
;?‘nl: v network equipment and microcomputer equipment. The employce must be able to explain 1
"32 to the vendor representatives what the malfunction consists of and what procedureswere !
Y vsed to try to correct the problen. :
L . i
O Publisi.es & iegul or newsletter for the customer community to keep them aware of such |
f {tems as suppcrt personnel and Sre telcphone number, new services, new opplications, :
"
.-.,' educrtion schedul es, course description summcries -and procedures. !
-, .
» -F' . !
s Provides adrinistrative supoort to the Infoarmatien Center Branch. As rfuch will be
Lol - . .4 & ajrntai
o cxpected to be ghle to coordinite the effort of the Inforcmation Certer Qt;z.._c‘?)ftnl:
'F‘{: the files and kecr the Chicf inforred of 2ony feoctors that would effcct t'e« c¢ificierc
»
*-i tt. lrfcraation Lentor, .
'ﬁ.:" DA FORNV 374 PRIV LT ED T TNE ST TS DR AN B ULED 208 o wamact Bt CTlzr 1983-58) 44083 |
bl'\,"l‘ (BT T I
Cd
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Delivers and installs terminale snd printers for customers. Sets up the equipment and
performs operstional test to ensure the equipment is properly connected and ready to
use .

is the VIABLE Computer Based Instruction (CBI) coordinator. As such will bec required |
to coordinate directly with the Repfonel Datn Center in Washington, D.C., to resolve

sny tralning protlem that should ardise. Traluing given on the VIABLE tercsinal self '
paced instruction, Coordinate with security for pesswords. Work with RDC to make
sure panswords arce provided.

Yeintailne on on line log of all customer requests and problems for all cvstems,
Ereurces that tle en line probler loup: arc accurct. and up to detee  Alec revicews the
Yop. to: iny reoccurring probiems or indicctors ot future problecs.

Assist the customer in reeolving ¢ny problews with data processing scrvices or
schegul dnz.

Is the sccuvity manorer for the Informetion Center.

‘ 'L_ Deanttulins Lhe Uhis techwmical librery, consistiny of approximately 6UU voluzes, to
e include eperotions monuals, users menuels, and technical bulletins. Meintains and
j:: updates an on line index of current librery holdings.

5‘-,'

)

;)E; Types 2 veriety of correspondence using several formets, requiring the servicees of a

gualified typist.

L Vi

i;a - Performs other duties 8s assigned.

W

A .

.uﬁ« - Assipnrent to dutics other thin those dcscribed above for @ period in excrss of 30

g
"

days constitutes a misassignment and must ke corrected immediately by submission of
Standard Form 52 to either detsil or permenently essign the employee to thuse duties.
Yailure to follow this procedure congstitutes a merit system violastion.

b s
e
v

L}

P
Oy Factor 1. Knowledpe Required by the Position. 550 Points
it
*j?; A worxing hnowledre of dats processing fimcrions and principles of both software and
s, hardware 1s required in order to comprchend the customer's problems. A thorough
o knowledge of a1l functions of the softvare snd herdware is required in orcer to i
N deterpine the nature of the customer's problem and convey to the customer the solution
e to the problca. A working knowledge of production processing procedures and flow, and |
;Fﬁ kncwludge of computer equipment utilizetion options for processing epplicrtions 1s ‘
Zjﬁ required in order to advise the customer of available cptious when data processing !
I servicas are requested. Knowledype of orgeniration policics ond procedures controlling |
,Q. the areiftoent of processing prioritics Lo accopnodate customer request or Lo refer
e conflicttiny prioritics to specialists for 1esclution, A thorough kncwledpe «f the }
20 telecc: winivition network is reeuired’%nsure thot the correct action je evelud to
s corract the predtlem.  Musrt be skillcd in telephene cormimicatfons and understend the
|:ﬁ nerde of the customer. Must have a working kinowledre of office procedures in order to
;‘ chsure the efticiency of the office, Must be p qualified typiet.
‘\
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275 Points

Factor 2, Supervisory Controls

Works wmder thc generel guidance of the Branc§ﬂ£Ch1ef. Information Center Branch,
Dircctoroate of Msanogement Information Systcems. Incumbent 4s responsible for
accorpl {ehing work without detailed guidance in accordsance with established policies,
basic cuidelines, wnd system documentstion. Supcervisor wud technical support
personnc) are availsable to provide advice and :kslstance &6 reouired. Conpleted work
is revica~d 10 terms of proaren ertectiveness anc reswlts achicvved,

125 Points

Frrrtar 4, Coidelin

Guidelines for recurring worl ore contained dn tne policices of the Dircctorare oand the
vericl dnstrections of the suborvaisor.  Nonuilo and ctor rocords raint.tooo vothe
Incu. L D Wery @CCUTGRi 1O PLOMLUT ShG OnClallh, bYSLlL;?ﬁLAiukHTkH( nust be vsec in
orver to determine which should he wveed,  Judrrant ruect be used by the incve~lent when
prosentea witnh overloping, conflicting or new &pplications problems.

Factor 4, Complexity 75 Points

Foch proile ¢ 3) aocuires crntaderst,en o rory o overisblos (cueekh i thee cvs Lo or
whacl, 1w proucessing wes belng done, e eppiiccticu being wuseu, whicn subchonunel ang
the relative address or the terminal) in order to deteroine the noture of tie problem
snd to detcrcine a solution. Tho eaployee must be auble to deterwine whet is to be
geconplisheld, the priotity, enu the appropricte wetrod to solve the custoners
probleus. 1le erplovee must Le able to determjue wiwo the problem :nouwlda be reterred
to st tuc second level if the incumbent conno: solve the provlem. Wor: cust be done
quickly and efficiently to expedite problem solving.

75 Points

Factor 5. Seone and Effect

The purpose of the work is to provide help to data processing custoners wlo are
experiencing problems. The work involves treoting a variety of noderatcly complex
problems and coordinastion with wvendor technicians to asolve thoge problems. Also
coordination must be mede with verious agencies in order to solve the training
problcercs of the custorers. Accouplishment of the work affects the operation of
computer equipment and systens used throuphout the instellation_ on three data
processinn telecommunication networks. All Installetion Processing S)ioms. VIABLE end
Systen 34 ternminals, cluater controllers, commmications lines and printers are within
the scope snd knowledpe required.
25 Points

Factor 6. Personal Contacts

Contaocts are with co-workers, customere, vendor rcprescntatives, problen coordinstors
8t other rovernment Jinstullations, network controllers, programoers, :(r:ivets and
sysleams prograchelIs.

50 Points

Frctcr 7. Tuvrpose of Contaets

The rojority ot the contacts are for the purpore ol vickonping or explainiir, f[actusd
{nrcr~-tinn otour the harcware or rottwere veed ot lert tinad. Lontacte are 1o Citlres

Opiritine prctiote anc provide jricr o otioi 1er the purpoece ot selvinn ocueraner
g . - . [ vee . S
cow~ ent or settvere malfimetiors 0T te 1T v rurter s rher de dr.
S R R S SEIPIR S STV O L CPI L PR Gt R PRI S
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Factor #. Physicel Demands 5 Points

The work reouires moderate physicel effort for lifting of CRIs end printers for
exchange. Installation will be required on n moderatc bngis.

Fnctor 9. Work Environment § Points

kork §s In an office settine. Travel to nll poarts of the instnllation mny b~ required
for terninal installations or testing.
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L DEPARTMENT OF THE ARMY HO8 NUMBER
- JOB DESCRIPTION

2:'4". Por wes of Mis form, sme CPR B01. the presenent sgeney ks DCIPEA . 86-374-T

NN 7 INSTALLATION OA MEADQUARTEAS OF PICE 3. ONGANIZATIONAL LOCATION (Comaiei on organisetion copy omly |
! ‘:‘_; USAISC, Automation Division
' USAISC Information Center

Fort Hood, TX Fort Hood, TX

_ i‘\' 3 CITATION TO APPLICASLE BTANDARD AND THE DATE OF 6. TITLE
l\ ' ISSUANCE

oG -13 . | Training Instructor (ADPE End-User)
):(:_ EPM/PCS/FES, GS-1712, Oct 66; Instructor [rpedablrdl P e toOE ATNT
:N.;\_.. EG, Oct B2; GS-335, Feb 80 GS 1712 05
_:4‘:_ 9. FAIR LABOR STANDARDS ACT V0. COMP LEVEL
n 1]

"') Oexemer XB NONEXEMPT

1 EVALUATION APPAO VAL

TITLE PAY SCHEDULE OCC CODE. AND GRADE OF THIS JOB HAVE BEEN FIXED IN ACCORDANCE WITH OFFICIAL POLICY
ANC CRADE LEVEL STANDARDS

-

| A7
= i/aw_{fﬂi.%’//l drstee 4 @4/ p74

!umnunl ,(Dolo)
e | M08 CONTENT APPROVAL (COMPLETE ON ORGANIZATION COPY ONLY)

¢ ICERTIFY THAY THI5 1S AN ACCURATE STATEMENT OF THE MAJOR DUTIES AND RESPONSIRILITIES OF THIS POSITION
ANDITS ORGANIZATIONAL RELATIONSHMIPS AND THAT THE POSITION IS NECESSARY TO CARRY OUY GOVERNMENT
F_WITIiCNS FORWHIC—~ , AM RESPONS.BLE THISCERTIFICATION IS MADE W!TH THE KNOWLEDGE THAY THIS INFOAMA
TINISTO BE USEC FORSTATLUYDRY PURPOSES RELATING TO APPORTMENT AND PAYMENT OF PUBLIC FUNDS ARND THAT
FALSE OR M:SLEADING STAT NTS MAY CONSTITUTE VIOLATIONS OF SUCH STATUTES OR THEIR IMPLEMENTING

REGULATIONS
2cfn B

PCTACI
","v/l/l‘
s

X

- 1 ?s..n.:m of App;lnl Supervisor) (Date)

» N

By
o,

S
s

5 THIS JOB DESCRIPTION WITH BUBPLEMENTAL MATEAIAL IS ADEQUATE FOR PURPOSE OF EVALUATION,

Al gww 2 e

\ /4 (gnatury’d! Position Tiessification Bpecialist) ¥ (Dete)

TATEMENT OF DUTIES AND RESPONSISILITIES
SUPEWISORY CONTROLS

Receives close supervision initislly consisting of continucus guidance and instructiond
and s thorough review of work dwing progress and upon campletion, As traiming pro-

| gresses and competence is gained, incumbent is permitted to function with increasing
l freedom from supsrvision,

MAJOR DUTIES
1. Receives traiming in perfomance of duties and responsibilities set forth on

‘\-}'_‘ | attached job description (Job # 86-267 ), Gradually assumes more responsibility and
N learns to perform the full scope of the position, .
:‘_'-.:'\' l Performs other duties as assigned.

‘O7%: MNonecompetitive promotion of the incumbermt of this position may be effected

'@ .
,
B

Y provided the attached description is classifiable to its present title, series, cods,
v and grade level at the time the incumbent meets the following reQuirements.

N l s. The insumbent is performing the full scope of the major duties under the

","f-‘ supervisory controls stated in the attached description,

.-:" b, The incurbent meets the regulatory Qualifi:ation requirements for pranotion,
. |

S !
\:::‘ ' UA soam 374 PREVIOUS EDITIONS OF TH!5S FORM MAY BE USED B L.0 0RO 1978-C 4836570
it Y JUN T8

s

o F-121
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DEPARTMENT OF THE ARMY v JO8 NUMBER
JOB DESCRIPTION
B0/ ute ot this torm . see CPR BO1  the proponent sgency is DCSPER 85'657-T

2.INSTALLATION OX HEADQUARTERS OFFICE 3. ORGANIZATIONAL LOCATION {Complete on orgemitation copy oniy 4

HQ, II1 CORPS AND FORT HOOD DMIS

FORT HOOD, TX FORT HOOD, TX
4 CITATION YO APPLICABLE STANDARD AND THE DATE OF S TITLE

PBSUANCE N Computer Assistant
OPM/PCS/FES 65—335’ "eb 80' 6 PAY SCHEDULE 7. 0CC CODE 8. GRADE
GS 335 05
U FAIR LABON STANDARDS ACY 10 COMP LELEL

D exemer K noneExEMmPT
1

EVALUATION APPROVAL

TITLE PAY SCHELULE, OCC CODE AND GRADE OF THIS JOB MAVE BEEN FIXED IN ACCORDANCE WITH OFFICIAL POLICY
ANL CGADE LLLLL STANDARDS

///) B

/

oy ////
e
e e - A 7 Y 19 September 1025
Signolurei fhater
V‘,;’ JOB CONTENT APPROVAL (COMPLETF. ON ORGANIZATION COPY ONLY

a JCERTIFY THAT THIS IS AN ACCURATE STATEMENT OF THE MAJOR DUTIES AND RESPONSIBILITIES OF THIS PCSITION
ANDITS ORGAN "ATIONAL RELATIONSHIFS AND THAT THE POSITION IS NECESSARY TO CARRY OUT GOVERNNENT
FUNRCTICRS FOH b Crt AN RESPTONSISLE . TH S CERTIFICATIOUN IS KADE WITH THE ROV LLDGE TiHAT ThIS INECA A

CYIGN IS TOBE . D FOR STK‘/TL TOBEY PORVOSED RELATING TC APFOINTRLNY ALD PAVIENT OF PUBLIC FULI.DS ANT TrHaT
"FALSE DR MISLEADING STATE

ENTS MAY CONSTITUTE VIOLATIONS OF SUCHSTATUTES OR THEIR IMPLEMENTING
REGUL AT NS

<

2:: . 19 September 1985

/ 7 {Signuture o] Approving Supervisor) {Dute)

b TrIS OB DESCHIPTION WITH SUPPLEMENTAL MATERIAL 'S ADEQUATE FOR PURPOSE OF EVALUATION.

/f_‘Z/ ,//4/ (#7/‘;&_/ 19 September 1985

(Siguture of Posttion Classification Specatist)
12 STATEMENT OF DUTIES AND RESPONSIBILITIES DUTIES

Receives training in performance of duties set forth on attached job description
'(Job # 85-656). Gradually assumes more responsibility and learns to perform the full
scope of the position. The training status of the incumbent has the following impact
on the Factor Level Descriptions of the attached job description:

Factor 1, Knowledge Required by the Position: Level - Points
Incumbent does not Tnitially perform all functions or utiYize the full scope of skills
and knowledne required at full performance level.

l Factor 2, Supervisory Controls: Level - Points

Supervisor initially provides additional guidance and instructions. The work product
fs subject to more review. As training progresses and competence is gained, incumbent
Iis permitted to function with increasingly less supervision.

(Date)

Factor(s) . Due to impact of the above and training status, the factor(s)
2valuate tc Level - Points and Level - Points respec-
*ively. Factors 3, 6, 7, 8, § and are not redescribed but performance may be

limited durinn training period. Pertorms other duties as assigned. NOTE: Non-com-
setitive promotion of the incumbent of this position may be effected provided the
'ttached position is correctly classified when the incumbent: (a) 1s.peff0rm1ng the ful
scope of the duties at the factor levels described on attached descriptions; AWD gb)
'weets the reoulatory qualificetion requirerents for prorotion. Assignment of duties

[ .

.. - ’ . ] [ PO RS . .2 L. . $om vy o~ Ly
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Delivers und instolls terminale and printers for customers. Sets up the equipment and

perforwas operstional test to ensurc the equipment is properly connected and reeady to
USe .,

is the VIABLE Computer Based Instruction (CBI) coordinator. As such wil! be required
¢s coordinate directly with the Replional Darn Center in Washington, D.C., to resolve
sty trainine probleom that shouwld mise. Troinlng given on the VIABLL terminal sclf

paccd Instruction. Coordinate with security for pesswords., Work with RDC to make
sure pagswords are proviced.

iy ARARAEMY Rl

P

Matntetne 2o on line log of &1l custoner requentis and problems for &ll

- systenn,
e Earures thar the on Jae preltler Tors are accurcte and up to deate. Alec reviews the
o lugs tor suy 1coccurring problecr or indicetors of future problers.

S Asalst  Lhe custower 4in regolving zny problews with date processing services or
7 schecui ing.,

-
»7
ne I the securicy manoper for the Informstion Center,

-

lLoitioing the Wils technical librery, consisting of approximately 600 voluoes, to

inclulds operacions monuals, users manuels, &nd technical bulletins. Meintains and
updates an on line index of current library holdings.

- Iypcs & varicty of correspondence usinp several formats, requiring the services of a
N qualified typist.

~ Performs other duties a6 assigned.

E
‘: - Asbignrent to duties other then those described above for & period in excess of 30
. dsys constitutes » misassignment and must be corrected lomediately by submission of
N Stancard Form 52 to either detail or pcrmanently essign the employee to thuse duties.
Yailure to follow this procedure congtitutes a merit system violstion,

é Foctor 1.  Knowledge Required by the Position, 550 Points

N

o A vorkiay knowledpe of duts processing functions and principles of both software and
5 herdware im required in order to comprchend the customer's problems. A thorough
. kiowledge nf #11 functions of the software snd hordwore is required in order to
- determine the nature of the customer's problen and eonvey to the customer the solution
i to tl . problem, A warking knowledge of production proceysing procedures and flow, and
v knowlcdge of computer equipment utilizetion options for processing applicrtions 1is
o required in order to advise the cuatomer of availghle cptious when data processing
- services arc requested. Knowledye of orpeniration policiey nnd procedures contrelling
‘ the eksigcunent of processing prioritles to acconuodate customer reqQuest or Lo refer

conflicting prioritics to 9pocin1ists1for tesclution. A thorough kncwledpe <f the

- tede oomnaicszion netwotn is rcquﬁrchq»nnurP that the correct action is evceicd to
‘2 teivocy the protlen.  Yust be skillud in telephone corramications and understind the
s nevds of the customer. Must have a working knowledre of office procedures in orcer to
; crsuce the efticiency of the office, Must be o aualifird typist.

4

D)

L)

K

N
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275 Points

Factor 2, Supervisory Controls

Works wmder the penersl fFuidance of the Brnnch;iLChief. Informntion Center Kranch,
Dircctornte of Manopcement Intformation Systens, lncunbeout 1x remponstbhle f(or
accormplisling work without deteiled guidance in accordsnce with establiabed policics,
basic vwidelines, ¢nd system documentation.  Supervieor snd technical support

personnc) A availrble to provide advice fpnd L kslstance 4f tecuired.  Coopleted vark
{5 revic ooy i terme of proaroen etfoctivences one resudte achiieved,
, 125 Points

F 4 ! [SEREIELITS U TURYY

Curdelingn tor vecurronge worl oo coatoined §n tre polactes of the Dirocto: oue and the
verisY dn-ctrectione o the o su ctvanor, AL I SV S A o) S S S R AT SN S URIE S

. ERTN ¢ :
DA O U 1 S A & O A  TUR VTSRS G I B tyvt!ﬁ NPT N EUES SR PS5 SRR Y RN SN SYOR LIRS S
ard.or te deterrane whteh stould bte oweeds Juodpront poer b owzed by the ynevtlent oton
Prosenten with o overicping, contlacting or uev apypiications probleca,
75 Points

Factor &, Complexity

b e N TSR IV T I S U S S G SO S S S SR S CPTE S N DU S S U S I PRI OO S A SR
WhilC Loo TIudtedlle, ~dn LE1IGS Chie, L 2ppllciticn by .o ustd, Whico subdhianue]l and

the rolstive address oi the terrinsl) in ordur to detercine the noture of tne problem
and to Jdetoercine 3 sclution. Tho ecaployee must Le oble o detoruwine whct ais to be
sccomyl iahel,  the priecrity, nu the apprejraote tetied to sulve the custorers
problciise Tie crployoc mutt Le 43¢ to determiuc wno tle problem ocnould be rolerred
to &t tue srcond level {f the {ncunbent cenno: solve the provlem. ‘wore rust te done
quicikly ond efficiently to expedite problem solving.

75 Points

Factor 5. cope and LEifect

The fpurpose or the work is to rrouvide help tc dota processing customers wio are
expericncing probleas. The work 1involves treaoting o variety of rnoderately conmplex

problens sena coordination with vendor technicians to solve those problems. Also
coordination nust be mede with veriour arfencies in order to solve the training
problems of the custorers. Accouplishment of the work affects the operation of

computer caquipment end systens used throughout the 1instsellotion on three data
processing telecommunication networks. All Installetion Zrocessing Syioms. VIAULE end
Systen 34 terminals, cluster controllers, commimicetions lines und prhters are within
the sccpe and knowledpe required.

25 Points

Factor 6. Personal Contacts

Contacts are with co-workers, curtomere, vendor representatives, problem coordinstors
st other povernment installations, nctwork controllers, °prorramners, nidvsts and
EYSLCULY PTONT&LLITE.

50 Points

Feorer 7. Furnoen of Cantaore?

ihe medority ot the contacts are for the purpose o euckenping or exielaiann tactudd
fnrorrition alcaiz the beraware or sultware voed ot Fort hood. Contacts are to ciscuvss

Cherotas problens  end provice 10IcTieiaca 1or the paurpoesc (f  scivire cvetoned
CCu.TT 1 oar scitware roltwctiens or W Lole the custoner thet ye {0 o - Diel W
v ' S . .o S o S
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Factor 8. Physicml Demands 5 Points

The work reouircs moderate physicel effort for lifting of CRTe and printers fo.
exchange. Installation will be required on a woderate bessis.

Fnctor 9. Wark Environment 5 Points

Work is {n an office settinr. Travel to all parte of the instnllation may h: required
for terrinal inatallations or testing.
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DEPARTMENT OF THE ARMY 1. J00 NUMBL S
JOB DESCRIPTION

t Gt use OF 1N forin, swe LPR 201, the preponens sgoney & OCSPEN

D2UNSTALLATION OR HEADJIUVANTLKS OF FICE

3 OHUANIZATIONAL LOCATION (Compleic on urganizatinn eupy only

HQ FORSCOM DCSIM Management Division
HQ Support Branch
4 CiITATION TO APPLICABLE BTANDARD AND THE DATE OF 5 TITLE
ISSUANCE
Management Analyst
6 PAY SCHEOULE 7.0CC CODE 8. GRADE
9. FAIA LABOR BTANDARDS ACT 10. COMP LEVEL
Oexemer O nonexeEmeY
1

EVALUATION APPROVAL

TITLE, PAY BCHEDULE, OCC CODE, AND GRADE OF THIS JOB NAVE BEEN FIXE

D IN ACCORDANCE WiTH OFFICIAL POLICY
ANDO GRADE LEVEL STANDAKDS
iSignature) thote)
12 JOB CONTENT APPROVAL (COA'PLETE ON ('RCANIZATION COry ONLY)
L LIERATITY (2075 15348 Al ACCURATEBIAIEMENT OF TE MAJUR JUSTIES AND RESPONSBILITIES OF ToiS POSI IO

AND ITS ORGANIZATIONAL RELATIONSHIPS AND THAT THE POSITION IS NECESSARY TO CARRY QUT GQYERNMENT
FUNCYIONS FOR WHICH t AM RESPONSIBLE. THIS CERTIFICATION 1S MADE WITH THE KNOWLEDGE THAT THIS INFOAMA.
VION IS5 YO BE USED FOR STATUTORY PURPOSES RELATING TO APPOINTMENT AND PAYMENT OF PUBLIC FUNDS AND THAT

FALSE OR MISLEADING STATEMENTS MAY CONSTITUTE VIOLATIONS OF SUCH STATUTES OR THEIR IMPLEMENTING
REGULATIONS,

ISignature nf Approving Supervisor) (Dotr)

b I%15J08 DESCRIPTION WITH SUPPLEMENTAL MATERIAL 1S ADEQUATE FOR PURPOSE OF EVALUATION.

(Sigreture of Porition Classtficetion Specistiat) -

— (Date)
1. STATEMENT OF QUTIES AND RESPONSIBILITIES
DUTIES:
Ihe primary purpose of this position is to serve as a Management Analyst in the DCSIM,
Headguarters Support Branch with responsibility for conducting management appraisal
surveys or studies of activities and functions, providing management advisory services
to operating officials and staff members and translating the results of these surveys
and studies into automated solutions using word processing and ADPE technology to
accomplish the mission. Incumbent has responsibility for monitoring projects involving
the development, analysis and evaluation of automated equipment as part of integrated
svstems throughout the headquarters staff. Examines the establishment and continual
implementation of automated office systems as they affect the administrative aspe~ts

of the functional user. Management analvsis techniques are used to provide staff
direction over information processing systems.

--Applies a substantive knowledge of automated systems to review and analyze FORSCOM
information management practices and policies and insure thorough integration of

sclected Information Resources functional systems in support of the FORSCOM mission.
Development of comprchensive information systems management policies and procedures which
integrate automated office information systems, ADPE, records management, reports
management, and forms management into a ~:hesive, ccordinated, and cost effective system.

Ne tORY A% POAIAIIC LRITINMT AL 1€ ENABI GIAV AE Lirr e
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fij ~~-Ensures proposals are consistent with long range objectivecs of the Information
Mo Systems Master Plan (ISMP) and approved policy and guidance which provide for
uniform practices in the managcement of the information resource.
a3 —Asesses current and future technology trends in information management and
é ] provides assistance and guidance to FORSCOM activities in the incorporation of
\ these technologies into master planning efforts. Analyzes, evaluates, and
": recommends the use of potential use of advanced automation technologies in the
‘:)' implementation, management, and control of the headquarters program. Conducts
~ cost benefits analysis of availeble office information systems, operationa)
”\é trends and services, and technological advances. Reviews and evaluates systems
f:‘ proposals and determines acceptability in relation to records management
s criteria, cost effectiveness and improved efficiencies for application of
e technologies for information processing.
--1dentiiies, develops and prioritizes new requirements for implementation of
. \*: automated systems. Recommends changes to existing systems and adwinistrative
) procedures. FEstablishes milestones and provides status reports to monitor
R development of systems. Designs or assists in the design of new systems to
‘}:: including communications requirements. Works with systems specifications €rom
T the ugers which define how the system is organized, the number and kinds of
L record and files necessary and procedures to obtain and organize the required
"%f information and specific data elements to be used.
S
::}: --Serves as management speclalist on independent assignment or as a team member
o -, in coordination with computer specialist, equipment analysts and systems analyrst
- to integrate word processing systems, microprocessors, communications and other
{ technology into the overall information processing system for the headquarters.
i)
:E; FACTOR 1. Knowledge Required By the Position. Level 1-7 1250 points
~
r: Extensive knowledge of administrative systems, procedures and approval processes

is required. This includes stand-alone word processing systems, large office
information systems of the shared logic and distributed resources variety,
personal computers and their interface capabilities with other automated systens
and mainframes. Knowledge of communications protocols and systems capabilities
is necessary to sssist in the design of local area networks. Knowledge of
management analysis techniques and the conduct of feasibility studies is
required to identify administrative work processes in the office environment and

i

2

.

@ Eas
e LA,

provide recommendations for automated solutions to reduce administrative

. ii workloads.

A
'%? FACTOR 2. Supervisory Controls. Level 2-4 450 points
?ég The supervisor defines the employee's area of responsibility in terms of general
® priorities and overall mission requirements. Consideration are given to the
PTEL recommendations of the employee concerning needs and problems in the area of
s es2igrment. The employee is responsible for planning and carrying out special
-}ﬁj projects in the assigned areas., Responds to crisis troubleshooting calls and
S coordinates work with the data processing activity, vendors and functional
. personnel as required. Work is reviewed in terms of effectiveness in meeting
'Y system requirements and timely solution of problems that are required by the
‘_'\:;
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user. Supervisor 1s kept informed of progress, controversial matters or thosge
with far-reaching implications.

FACTOR 3. Guidelines Level 3-3 275 pointg

Agency automation standards and policies, and vendor's technical literature are
available. The employee must anticipate problem areas and consider trends in
workload and effect proposed changes on long range automation plans and policy.
The changes in the applications are impact significantly on system software.

FACTOR 4. Complexity Level 4-4 225 points

The work consists of a wide variety of activities within the system software
speciality area and development of procedures that constitute considerable
departure from established practices in applications systems design and
programming techniques at the installation. Concern is with essentially all the
stages in automatlon projects, from advising potential users of
products/services possible with the operating systems through devising
evaluation criteria for the overall functioning of the systems. Many factors,
new peripherals, response time, etc., require a depth of analysis due to
continuing changes in application program requirements and demands from the
users accessing the data base. The work requires developing new informition
upon which to base future modification/redesign efforts, and extensive
coordination with both ADP and user management.

FACTOR 5. Scope and Effect Level 5-3 150 points

The work involves formulating proj2cts, establishing and modifying design
criteria, and advising on system software characteristics and use. The
individual functions as a management consultant in the systems software and
application development areas. Develops guidelines throughout HQ FORSCOM to
insure security techniques are implemented to adequately protect classified data
in a teleprocessing environment,

FACTOR 6. Personal Contacts lLevel 6-3 60 points

Contacts often take place with equipment and system software vendors as well as
functional users, ADP and information management personnel at higher
headquarters.

FACTOR 7. Purpose of Contacts Level 7-2 50 points

Purpose of contacts is to plan, coordinate or advise on work efforts or to
resolve problems,

FACTOR 8. Physical Demands Level 8-1 5 points

The work is sedentary.

FACTUOR 9. Work Environment Level 9-1 5 points

The work is performed in a typical office setting.
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DEPARTMENT OF THL ARMY Y JOU NUtaE
JOB DLSCRIPTION

& WA OF theg 100in sew CPAL 501, the proponent sgency 4 DCSPEN

SOANLTALLATION OR NLADUUVARATE M3 Uk piCC 3 UKHUANISATIONAL LOCATION ICumpiete on wigeni. alina copy Quly
: DCSIM Management Division
a HQ SUPPORT BRANCH
{ HQ FORSCOM Ft. McPherson, Ga 30330 4
o 4 CITATION TO APPLICABLE STANDARD AND THE DATE OF 5 TITLE
Iy 1SSUARNCE
oA
o Supervisory, Mgt Analyst
o 6 PAY SCHcDULL / OCC CODE 8 LRAALL
} -
\."
A 9. FAIR LABOR STANDARDS ACT 10. COMP LEVLL
t:) Oextmrr {Inonexempry
'\4-_‘ " EVALUATION APPROVAL
n’:\* TITLE PAY SCHEDULE, OCC CODE, AND GRADE OF THIS JOB MAVE BEEN FIXLD IN ACCORDANCE WITH OFFICIAL POLICY
N AND GRADE LEVEL STANDARDS
o
N
o g
1 ‘-_.‘ Signeture) tHate)
o 12 JOB CONYENT APPROVAL (COA'FLLIF ON CUGAMATION COPY ONLY)
72 e o —— . —
- o 1CLATIFY (RAT 111545 AN ACCURATE SIAIEMENT OF THE MAJUI JUTHES AND RcarOnS 8ILITIES OF TS POS!ION
. AND IT5 ORGANIZATIONAL AELATIONSHIPS AND THAT THE POSITION IS NECESSARY TO CARAY OUT CQVE RNMENT
oy EUNCTIONS FOR WHICH § AM RESPONSIOLE. THIS CEATIFICATION IS MADE WiTH THE KNOWLEOGE THAT THIS INFORMA.
P TION 1S TO 8L USED FOR STATUTORY PURPOSLS RELATING TO APPOINTMENT AND PAYMEHT OF PUBLIC FUNDS AND THAT
TR FALSE OR MISLEADING STATEMENTS MAY CONSTITUTE VIOLATIONS OF SUCH STATUTES OR THEIR IMPLEMENTING
S REGULATIONS.
P
P
0
N
b
( - (Signature of Appruving Supervisur) 1Date)
f
AR ¢ I%15 308 DESCRIPTION WITHSUPPLEMENTAL MATERIAL 15 ADLOUATE FOR PURPOSE OF EVALUATION ]
LS .
Bt~
‘.::".
LR
"-':‘.
e -
O) {Sigrature of Position Clussificativn Speeialist) ) {Dote)
. 11 STATEMENT OF DUTIES AND RESPONSIBILITIES
%
Ld . . LA .
~ Serves as Chief, HQ Support Branch, responsible for providing technical and
f{t administrative assistance, consulting, analysis, and trcining in the use an-
‘.)-_} functions of information processing systems, specific soflware packages and
‘:-\‘ other available products to solve information requirements at all levels cf
[ management and decision making within HQ Porces Command. Supervises 10-12
:\'j lower graded employees consisting of computer specialists, managemen:
.r:.' analysts, systems analysts and equipment analysts. Administers and monitors
:'-‘_'. ADP and WPE contracts in support of HQ FORSCOM. Responsible for all ADP an?
’~:-:4 WPE contract renewals, including softwvare, hardware, and maintenance
L agreements for the HQ. Maintains a complete inventory of all accountable
® hardware, (ADPE and WPE) for HQ FORSCOM. Support provided makes data readily
..':'5 availahle for decision making without a formal project development and lonc
"'-'.':. tange schedule required to develop a system. (257
=
. .,,j , : -
" --Acts as advisor to the Division Chief, DCSIM and staff on Information Cent<r:
“w . .
I concepts, ADP and WPE contracts and total information processing suppert.
9 Provides technical, administrative, cansultant, analyses, anc training suppr-t
{: to the FORSCOM General and Special staff on the use of the Information Center
:.' snftware and hardwaren. (15%)
o O
.,
i
SN
g DA s a8 374 PALVIOUS EDITIONS OF THIS FORM MAY BE USLU
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--Evaluates new concepts and technology affecting the accumulation and
dissemination of data to solve information needs throughout the headquarters.
Provides technical assistance on the use of equipment, software and data
generation as it relates to gathering data for problem resolution. Performs
studies on the latest ADP techniques, technology, and contracts used in DOD,
other Federal agencies, state and local governments, and the private sector.
Evaluates vendors' software and hardware and makes recommendations on its
adoption as techniques to solving immediate information needs. Consults with
users of the Information Center to formulate the best approach to solving their
problems, through available software and hardware. Analyzes information
processing requests from the user to determine the best suitable solution.
Conducts formal management surveys as required to validate requirements.
Evaluates resulting analyses and problem definitions; considers relationships to
other systems and software efforts planned an’ makes recommendations as to the
most appropriate action in obtaining the desired results. (15%)

~—Serves on various groups and committees with respect to the Information Center
and ADP and WPE capabilities and limitations. Coordinates with DOD, DA, other
Federal agencies, and industry on concepts and technology affecting the
Information Center's ability to respond to requests for data and decision waking
routines and reports. Trains users on how to gain access to the software
packages and how to use them to solve their problems. Trains users in skills of
problem solving and evaluation solutions. Provides Consultant/Analyst expertise
in the use and knowledge of the other packages available on personal computers.
word processors, and large scale mainframes. (10%)

~--Plans work and sets priorities. Assigns work to subordinate based on

priorities, developmental needs, capabilities and assignment requirements. !
Develops performance scandards and evaluates employees' work performance. i
Provides advice and counsel to subordinates on both work and administrative

matters. Approves normal leave requests. Hears and resolves complaints from

employees, referring more serious complaints to next level supervisor. Effects

minor disciplinary measures. Identifies developmental and training needs of

employees., (35%)
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DEPARTMENT OF THE ARMY 1. JOB NUMBLER
JOB DESCRIPTION

$0r ULe of thit 1O, sew CPR 501, the prunonent egency i+ DCSPEN

e
55

1 L]
i 2 INSTALLATION OR MLADQUARTILHS OFFICE J ORGANIZATIONAL LOCATION (Completc on wrgeniretion cupy only
? »
{ | HQ FORSCOM DCSIM Management Division
‘NN HQ Support Branch
{ \_.'- 4. C\TATION YO APPLICABLE STANDARO AND Ti{E DATE OF 5 TITLE
:.*\ ISSUANCE
K -:’.: Computer Systems Analyst
S US OPM PCS GS 334, Dec B8O. 8 PAY SCHEDULE 7. OCC CODE 8 GRADE
1% P
‘\-'(‘\
v ) 9. FAIR LABOR SYANDARDS ACT 10. COMP LEVEL
o Oexemer O nonexemey
.'r.\.: 11, EVALUATION APPROVAL
A" )
| ~}.\- TITLE, PAY SCHEDULE, OCC CODL, AND GRADE OF THIS JOB HAVE BEEN FIXED IN ACCONDANCE WITH OF FICIAL roLICY
> AND GRADE LEVEL STANDARDS
-
4“_\"
h‘-r..
»_n_”\ (Signature) (Irate)
\. r-‘- 2 JOB CONTENT APPROVAL (COMPLETE QN ('KGAMZATION COPY ONLY)
b ——— —— — - —
e . . .
N & 1CLATIFY [(MAT ' 1iIS 1S AN ACCURATE SIATEMENT OF THE MAJOA DUTIES AND RESPONS . BILITIES OF THIS POSIVION
N AND /TS ORGANIZATIONAL RELATIONSHIPS AND THAT THE POSITION IS NECESSARY TO CARRY OUT GOV!NNMENT
o FUNCTIONS FOA WHICH | AM RESPONSIBLE. THIS CEATIFICATION 1S MADE WITH THE KNOWLEDGE THAT THiS INFORMA.
s TION 1S TO BE USED FOR STATUTORY PURPOSES RELATING TO APPOINTMENT AND PAYMENT OF PUBLIC FUNDS AND THAT
o~
VN

FALSE OR MISLEADING STATEMENTS MAY CONSTITUTE VIOLATIONS OF SUCH STATUTES OR THEIR IMPLEMENTING
REGULA

J'l
P

=

Pl o
b2y
2o,

M z_ —
of Approving Supervisor)

(Dete .
:::?j: b TwWIS JOB DWON WITH SUPPLEMENTAL MATERIAL IS ADEQUATE FOR PURPOSE OF EVALUATION.
'
0.4 '
'
dial
0) (Sigvature of Positinn Claasification Speeiatist) B B (Date)
s 11 STATEMENT OF DUTIES AND RESPONSIBILITIES
'2.‘_5 DUTIES:
.
:'.'::' The primary purpose of this position is to perform duties as a Computer Systems
.' Analyst in the DCSIM Headquarters Support Branch. Serves as a technical specialist
3 on independent assignment or as a member of a team responsible for technical
iy .-:; assistance and support in the application of automated data processing and office
‘;: automation technology for the Headquarters FORSCOM staff.
ale .
:"r:' --Conducts analysis of requests for automation of manual systems or changes to
® cvisting systems. Coordinates with functional area speclalists to obtain comments, ‘
RN recommendations, etc., to ensure compatibility with existing systems. Coordinates !
:-::' with other specialists to determine resources required to accomplish the project.
o Participates in systems development projects which have FORSCOM-wide application.
:':::' Recommends those which are candidates for Armywide application and provides guidance
A for standardization of those systems, Participates as a team member with computer
'.." specialists, management analysts and equipment analyst with respomsibility for com-
7, puter systems identification, design, development and acquisition functions.
o Participates in organizing and scheduling projects, and assists activities in N
& solving operator/systems problems. (507)
‘ nA rorv 274 PALVIOUS LDITIONS OF KIS FORM MAY BE USED.
>
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--Performs systems analysis of user requirements, using knowledge of ADPE
resources and office automation technology to plan and project integration of
word processing and ADP systems. Prepares feasibility studies, economic
analysis and budget and cost estimates for project accowplishment. Plans for
and designs telecommunications networks and establishment of local area networks
within staff agencies., Evaluates hardware and software to optimize systems
capabilities and provides technical advice to users on development and
wodification of systems application. (30%)

X I AT O e A

~--Recoumends overall organizational improvement in areas where ADP techniques
can be applied. Develops prepares and submits report to monitor the progress
and performance of the systems. Prepares complex system specification and
provides project direction and controls within the project specifications.
Participates in projects standardization in coordination with higher
headquarters. Develops procedures/models as guides for functional users to
request automation support from the DCSIM. Develops or revises standards
operator/systems training materials to satisfy user training requirements., (15%)

--Conducts studies of proposals for automation initiated by the staff.
Collaborates with other specialists for solutions to automation objectives to
include data input/output techniques and administrative procedures. ( 5%)

FACTOR 1. Knowledge Required by the Position

Knowledge of agency ADP standards, policies, and authorized system design
approaches, as well as microprocessor and word processing applications;
knowledge of the subject matter work processes and terminology in the assigned
area; and a familiarity with precedents and alternative automation approaches
functioning in comparable organizations with similar wmissions; all the foregoing
to plan and carry out studies to advise on the merits of proposed projects
before the final decision to automate and to provide staff advisory services to
functional users. Knowledge of structure and work processes involved in other
subsystems so as to recognize probable conflicts. Skill at relating aspects and
parts of a project or proposal to the overall needs of the organization in order
to guide group efforts in accomplishing projects or making decisions on
proposalas. Knowledge of standard practices employed by applications programmers
in order to anticipate programming difficulties in alternate design strategies.

FACTOR 2, Supervisory Controls

The supervisor furnishes general instructions as to the scope of particular
projects in the assigned area of responsibility. The employee reviews proposals
and advises the supervisor on estimated time and staff requirements, along with
any exceptional project characteristics that may affect the supervisor's
decision regarding priorities, assignments to particular team members, possible
ghifts of resources, or formation of special purpose teams. The employee plans
and organizes the projects, coordinates team or group efforts and provides
technical advice where problems arise. The employee clears with the supervisor
approaches that have potential policy impact. Completed work is reviewed for
ite effectiveness in meeting user requirements, accuracy of estimated timeframes
and projected problem areas, and achievement of harmonious relationships in
coordinating the project with other groups.
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FACTOR 3. Guidelines

Guidelines consist of agency ADP standards and policies, precedent system
designs, and uger procedures“handbooks, regulations, and directives. Data for
automation studies often requires development of special information sources in
order to, for example, resolve differences in findings by group members. Often
staff visits are required to provide advise, observe work processes, and develop
alternative procedures in coordination with user representatives, and/or
counterparts in other staff agencies. Treuds in workload and effect of proposed
changes on long range ADP plans and policy in the applications area typically
must be taken into account. In many instances, no guidelines are available
since applications may be result of new technology and changing mission
requirements. In these cases employee is expected to be innovative in
developing the applications and estatblishing procedures that may eventually be
incorporated in policy statements and local directive.

FACTOR 4. Complexity

The work involves several of the stages in application projects to include
studies preliminary to the final decision to automate. The work concerns
complex, multiple user systems, and involves the maintenznce and modifigations
of existing systems as well as the development of new systems. Variations in
approach must be considered and programming specifications developed which will
facilitate later modificatior. The rapidly changing technology requires an
unusual depth of analysis to satisfy the users requirements and the emergence of
the microprocessors as the universal workstation requires creativity and
considerable judgement in determining the most cost effective and efficient
automated solution to the problem. Project timetables and schedules are
required to integrate the work of others and provide a basis from which to brief
the supervisor on accomplishments.

FACTOR 5. Scope and Effect

The work primarily involves a variety of probjems relating to efficiency of data
processing in the assigned area, formulatior of substantial revisions to
systems, and establishment of programming specifications and test plans where
numerous alternatives must be evaluated. The work affects cperation of standard
application systems used in various organizations throughout the staff.

FACTOR 6. Personal Contacts

Personal contacts include those with employees ir the agency but outside the

imrediate organization, such as user representatives or field personnel engaged

in different, i.e., non-ADP, work and, on occasion, with ejuipment or systenm
o software vendors.

FACTOR 7. Purpose of Contacts

H: Contacts are to exchange technical information, coordinate, and advise on work }
pr efforts. Also, there is a need to informally arbitrate between various users of
A the system (who frequently request modificaitons that conflict with or

ot necessitate adjustments to procedures of other users) and persuade affected user
~f{ personnel and other team members in meeting established deadlines.
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FACTOR 8. Physical Demands -~ The work is sedentary.

FACTOR 9. Work Environment - The work is performed in a typical office setting,
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DePARTAIENT OF THE ARMY LI ST TR MISINTTY #Y)
JOB NESCRIPTION
S Lt weB O 1Ry tOn_see LPE: 01 the pranonent ¢gency o ODCSHYEN 38(@ - 8"{
(7 InSI Al LATION OR HLADGUAITI 15 OF FICK

I OIGANI W TIUNAL L et ot §Cumiplite on e amzelinn cupy only

Headquarters, US Army Forces Command DESIM, i1 Sugport Branch

3 CITATION 10 APPLICABLE STANDAND AND THE DATE OF

5 hi‘Li
1wsuance .
| _Computer Speaaralist
6 PAYSCHEDULL 17 Cec ¢e
US 0PN PCS CS 334, Dec 80. ; < cone 8 chsot
i
2. FAIR LABOR STALDARDS AGT 10. COMP LEVEL
Dexemry D nonexiwmpY
" EVALUATION APPROVAL
TITLE PAY SCHEDULE, OCC CODE.AND GRADE OF THIS JOD HAVE REEMN FIKLD 12 W22 0RC L. 1‘.:‘.m‘m FF
AND GRADE LEVEL STANDARDS ) CFficiaLroLicy
Signature) thate)
:3 . JOD CONTENT APPROVAL (COMPLETE ON CHGAMZATION COFv ONL Y}

———y -

o LCLATIFY (RAT 11158 AN ACCURATE SIAVEMENT UF THE MAJUR DU Y ARD NearQnS.81LiT1E NDF Tril POSTSION
4NDITS ORGANIZATIONAL ALLATIONSHIPS AND THAY THE POSITION IS NETESSARY TO CAKNY (6392 ¢ C'Dv( ANMENT
FUNCTIIONS FOR WHICH | AM RESPONSIOLE. THIS CERTIFICATION 1S MADE WITH THE KINOWLEDGE THAT THIS INFORMA.
VION IS TO 8k USED FON STATUTONY PUNPOSLS RELATING TO APFQINTMENT AND FAYMENT QF PUBLIC FUNDS AND THATY

FALSE ORAMISLEADING STATEMENTS MAY CONSTITUTE VIOLATIONS OF SUCH STYATUTES OR THEIR IMPLEMENTING
HIGULATIONS,

(Signature of Arproving Sypervhior) (Dote)

v TH1% 306 DESCRIPTION WITH SUPPLEMENTAL MATEIIAL IS ADEQUATE FOR »URPOSE OF EVALUATION

(Siprature ©f Posrtian Clussification Specialiatl)

(Date)
15 SYAVEMENT OF OUTIES AND RESPONSIUILITILS

Imtaes: The primary purpocc ot this position js to consult, train, desipgn develop and
arovide techadeal assistance on computers and computer systems through the Information
tenter (1C) concept, in support of MHQ FORSCOM and it McPherson. Chairs end-user

working groups through which now requivements will be idontified, developed, prioritized,
md dendemented. Advise the TORSCOM and Tt Mclhierson staflf ou all matters pertaining

to svatematizing and hordware capabilitics for automated word processing and data

| rooessing. Represents the DESIM in studies of proposals {or automation. Provides
teohmdeal information so that subject matter specialist can otfectively and efficiently
centtibute to sclection, definition, prioritizing and implusenting systems and
arplaications,

a
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(257

toordinates and collaborates with other ADP specialist as well as subject matter
specialists fn the design, developuent, and implencatation ol systems. )
—-Recommends development or changes to existing systems to ochiieve optimum reonlrs,
including development of new systems, changes to programs, dota input /output

Cochinque s, and administiative procedures based on clanpes in the Intormation Center

fnvironment (10%)

F-139




T LY. . da RJSTEN TR EFEREERDVE RS TV TN TR TR RIS TR TR R T TR AT T

Page 2
Job No. 386484

PARA 13. Statement of Dutics and Responsibilitics (contd),

~--Preparcs Information/Decision briefings for FORSCOM functional staff and
Cineral Officers,

--Establishes milestones and provides status reports to wonitor the develnpment
of systenms,

--Design or assists in the design of new systems. Determines the programing
language to be used, the computer on which the program will cxecute and the
computer on which the data will reside. Also determines the users and
compunications requirements and plans accordingly. Develops high level
requirements and coordinates with subject matter specialist so that functional
specifications clearly identify the desired end results. (157)

--Develops or assists in the development of new systems, or modifies existing
systems as required. Analyzes and implements changes and dcvclops;pcv
applications based upon functional specification. Works with systéms
specifications from the user which broadly define how the system should be
organized, the number and kinds of records, files and documcuis uecessary, the
procedures to obtain and organize the required tnformation, and the specific
data elements to be used. (157)

--Provides tecchnical sssistance and training on helping users sign on the
equipment, installation of cquipment and softwarc. Assist the users to gain
access to the packages and how to usc thew to solve their problems and
evaluating solutions, how to use features of the packages and dcbugging their
own work. (302)

--As #equired, confcrs with supcrvisor, other analysts, or the users to clarify
requirements to obtain additional information needed, or to make recommendations
on alternative procedures.

--Performs other dutics as assigned.

FALIOK 1| - Knowledge Required by the Position Level 1-7 1250 points

Knowledge of overall system software to recognize interrelationships within
assigned area of responsibility. Knowledge of data base concepts to envision
problems which would be cencountercd by application programmers {n using data
hase structures. Knowledge of analysis and design techuiques to devclop eystem
softvare modifications and enhancements. Knowledge of agency ADP standards.
Knowledge of staitc of the art ADPE {8 required to evaluate new requirecments and
to recommend an appropriate configuration to satisfy these requirements through
conducting studics, attending conferences and vendors shows. Knowledge of
telecommunications concepts to plan and support interactive and distributcd

uetworks, both local and rcmote.
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SuboNoe. 38¢6-84

PARA 13. Statement of Duties and Responsibilitic:r (conid).

FACTOR 2 ~ Supervisory Controls Leved 2! 450 points

The sdpervisor defines the employece's area of rospensibility {n term of geacral
prioritics and overall amissien requircuenis. Coasfderations are given to the
recompendations of the employee concerning neceds and problems dn the area of

assignment. The employee is responsible for plouning and carrying out special
projects in the assigned areas. Responds to «ritis troublestiooting calle and
coordinates work with data processing activity {Li4) personnel, Computer Systems
Command (CSC), hardware and software vendors, and fureticual personncl as
required. Work is revicewed in terms of effectiveress in z.octing systen
requirements and timely solution of problems thar zre required by the user,
Supervisor s kept informed of progress, controversinl amatzers or thone with
far-reaching Implications.

FACTOR 3 - Guideclines Level 3-3 275 points

Agency ADP standards and policies, and vendor’s technical liteiratung arc
available. The employce must anticipate probiem srias and consider trends in
vorkload and effect proposed changes on loug range ADP plans and policy. The
changes in the applications area fmpact significantly on system software.

PRI A N
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FACTOR 4 ~ Complexity Llevel &4-4 225 points

a
0
.
-

.

The work consists of a wide vardety of activities within the svstem software
speciality area and development of procedurces that constiituvte considerable
departurce from established practices in applications systcms design and
programming techniques at the installation. Coucern 1s with cssentially all the
stages in automation projects, from advising poteatizl users of
produaks/services possible with the operating systems through devising
evaluation criteri{a for the overall functioning o the systems. Many factors,
new peripherals, response time, etc., require a depth of analysis due to
continuing changes in application program requircments and demands froo the
users accessing the data base. The work requires developirg new information
upon which to base future modification/redesign efforte, and extensive
coordination with both ADP and user management,

[4
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e,

FACTOR 5 - Scope and Effcct Level 5-3 150 points

2

The Work involves formulating projects, establishing and modifying destign
criteria, and advising on system software characieristics and use. The
tndividual functions as a consultaut in the systewms software and application
development areas. Develops guldelines throughout iQ FORSCUM to insure ADF
security techniques are {mplemented to adequately protect classified data in &
teleprocessing enviroumunt.
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FACTOR 6 - Personal Contacts Level 6-3 60 points

14

y
P

L
»

In addition to contacts within the DPA and HQ FORSCOM/Fort McPherson functional
clements, contacts often take place with cquipnent and systems software vendors
as well as other DPA's and computer personnel of Cowputer Syetewms Command.
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’ \d Job No. 386-84

N
ES&' PARA 1). Statemcnt of Duties and Responsibilities (contd).

Lo FACTOR 7 - Purpose of Contacts Level 7-2 50 points

‘o Purpose of contacts is to plan, coordinate or advise on work efforts or to
e resolve problems.

D) FACTOR 8 - Physical Demands Level 8-1 5 points
L

‘b“ n
P2 82T

The work is sedentary.

FACTOR 9 - Work Environment Level 9-1 5 points

The work is performed in a typical office setting.
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TOTAL POINTS 2470
GS-11
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KA, STy
~ DEPARTMENT OF THE ARMY 108 MR
o JOB DESCRIPTION
'."f l o’ use of thes forin see CPR 501, the niosonent sgency ¢ DCSPFR
:,,- {2 INSTALLATION OR HEADQUARTLRS OFFICE T3 OHGANIZATIONAL LOCAYION (07 tpivte 01 wrgani:aleom copy raily
&)
HQ US ARMY FORCES COMMAND DCSIMM, MANAGEMENT DIVISION
l HQ SUPPORT BRANCH
" CITATION TO APPLICABLE STANDARD AND THE DATE OF T TITLE T
ISSUANCE COMPUTER EQUIPMENT ANALYST
l 6 PAY BCHEDULE 7. OCRAAILE 8 GRAUL
S FAIR LABORSTANDARDS ACT 'O COMP LEVEL
{ Sexemrer D noNExessnT
LIER) EVALUATION APPROVAL

TITLE, PAY SCHEDULE, OCC CODE,_ AND GRADE OF TRIS JOB W2 VE BEEN FIXED IN ACCORDANCE W.TH OFFICIAL POLICY
l AND GRADE LEVEL STANDARDS

l (Signature} o late
|
2 JOB CONTENT APPROVAL (COMNPLETE ON CRGANIZATION COPY ON. Yy

- ——— S — ———— st . bt . i . it bt . A——— 4. e— s —— - — —— — ————
a VCERTIFY MHAY T mi1S1S AN ACCURATE StAVEMENT OF TME MAJUR JUTIES AND REAPONS 2 (LITIES OF T+15 POSI 10N
’ AND 1 TS ORGANIZATIONAL RELATIONSHIPS AND THAT THE POSITION ISNECESSARY TOCARFY OUT GOVEQNMENT
FUNCTIONS FORWHMICH | AM RESPONSIBLE, THIS CERTIFICAT ON IS MADE WITH THE KNOWLEDGE THAT THIS INFORMA.
TION ISTO 8F USED FOR STATUTORY PURPOSES RELATING TO APFOINTMENT AND PAYMENT OF PUBL.C FUNDS AND THAT
FALSE ORMISLEADING STATEMENTS MAY CONSTITUTE VIOLATIONS OF SUCHSTATUTES OR T-t:R IMPLEMENTING
' REGULATIONS.

l (Signalure of Approving Superviso~} tDele!

b THISJIOB DESCRIPTION WITH SUPPLEMENTAL MATERIAL 1S ADEQUATE FOR PURPOSE OF EVALUATION

L tSignature of Position Claasificotion Specialist) o tDate)

§13 STATEMENT OF DUTIES AND RESP ONSIBILITIES
MAJOR DUTIES:
The primary purpose of this position is to serve as a Computer Equipment Spe-

' clalist performing various duties in connection with acquisition and rwanagement of
MACOM Information Processing resources.

| Provides expertise in ADP/OA hardware, software, maintenance, telecommunications,
and support services acquisitions. Develops acquisition documents and manages
contracts for same. Develops plans and strategy for each acquisition requirement,
Develops countracting alternatives contingent upon certain phases being combined

| with others or eliminated. Plans for contractor participation and monitors con-
tractor performance. Acquisition documents may contain equipment specifications,
maintenance requirements, delivery requirements, security requirements, physical

‘ site/environment, evaluation factors, software needed, and other items needed to
translate the user needs into automation requirements vendors can respond to.
Serves as representative of the Source Selection Evaluation Board (SSEB)

l analyzing vendors responses to the solicitations. Serves, if necessary, as a
member of the Cost Analysis Panel dissecting vendor's cost proposals. Assures
uger requirements are wet at the best overall cost to the government; price and
other factors considered. Develops reporting criteria and requirements for status

l of contracts. Assures selected vendor's compliance with provisions of the

D tOAV 374 PREVIOUS EDITION, .€ = - .5 FORM MAY BE USED
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e 13. Statement of Duties and Responsibilities (contd)

V'

g« contract. Interprets contracts and informally resolves questions of '
E‘F responsibility for maintenance and repair. Provides guidance to Contracting
,aﬁp' Officer on technical aspects of ADP/OA/Micrographics. Acts as Contracting

;:; Officer's Representative (COR) when required.

I\ o

:, 0 Manage contracts after award. Adjust funding requirements as applicable.

. Assure item(s) delivered is installed and made operational in accordance with

! the contract. Respond to inquiries from FAO, Commercial Accounts pertaining to
1 proper payments. Prepare necessary documentation for renewing contracts.

{ﬁ : Prepare receiving report (DD 250) on a monthly basis for all recurring

iy :3 maintenance costs, recurring rental costs, and recurring contractual service.
oy 35%
(’ --Establishes coordination with users before decision to acquire hardware,

b software, or data communications equipment (DCE) has been reached. Applies
‘\&t knowledge of both technical information processing matters and acquisition

i:;: strategles to the analysis of users' requirements. While users may have stated
‘%ﬁﬁ requirements in terms of specific ADPE, WPE, or DCE solutions, employee

WO recomnends most cost-effective solution based on own analysis of requirgments.
‘ Recommendation frequently specifies different solutions than ones anticipated by
ways users. Persuasively argues for recommended solutions so that users' formal

K&k requests for assistance incorporate employees' recoumendations.

o

:“ﬁ} Administers an inventory of all equipment and commercially acquired software
np.( packages used within the headquarters. Update as changes occur. 5%
14

P Serves as one of the HQ FORSCOM specialists on day-to-day information resource
[ matters and as liaison with vendors, contracting officers, and DCSIRM Budget
;5u§ Analyst, where information resources are concerned. Equipment is located

,.:ﬁ throughout installation and one subinstallation and consist of large mainframe
a&v computers, data transmitters, numerous terminals, communications control unit,
. several small computers, and numerous microcomputers. Assists in developing

9

plans for funding of information projects. Provides input to the information
resource budget and to justifications to higher headquarters for more funds.
Keeps abreast of commercially available equipment, software, and support
services for potential use to FORSCOM. Visits trade shows and reads periodicals
to waintain awareness of latest in information resources. Reviews and extracts
data from technical publications to assess appropriateness of item. 207%

oy
A

:
s

-

Performs special projects associated with information resources. 5%

‘-“‘h"‘"r

Performs other duties as assigned. -

L#
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b ~¥
E?% 13. Statement of Duties and Responsibilities (contd)
R
| Factor 1, Knowledge Required by the Position
W
:*S Broad knowledge of the technical characteristics of the informat{on resource
' equipment and software in FORSCOM; knowledge of the missions and functions of
'$§ user organizations; knowledge of comparable equipment available to FORSCOM, the
b'\ latest advances in a wide range of information resource equipment -
l:) ADP/OA/telecommunications (including compatibility between and among peripheral
equipment and components) - and sources of technical information about them;
i5}: knowledge of equipment’s ability to handle current and project software;
;\ﬁx knowledge of configuration design techniques; knowledge of overall Federal, DA
;tﬁ: and FORSCOM policies relating to ADPE, 0OA, telecommunications systems and
.xj& software as promulgated by OMB, NBS, and GSA; knowledge of a wide range of
e equipment and software evaluation techniques to evaluate requirements, to
Y conduct unique studies, to adapt precedent solutions for specialized
.‘:ﬂ requirements, to make evaluations, to weigh costs and benefits, and to present
;%}: recommendations/alternatives on the acquisition plan, on appropriate software
o, and related support requirements, on the merits of proposed systems, and on such
: \j matters involved in the development of proposals to user organizations, Lo the
" DCSIRM or to higher headquarters.
'SE Factor 2, Supervisory Controls
‘ : The supervisor furnishes general instructions as to the scope of particular
:*: projects in the assigned area of responsibility. The supervisor 1s available
yn for advice or assistance but the employee, as a Senior Staff Specialist, is
{ relied upon to plan and carry out the work independently, keeping supervisor
-,:, advised of progress and only unusual complications or matters of a far reaching,
:ﬂ policy making nature. The employee plans and organizes the projects,
o coordinates work with other information resource people and functional personnel
o,
T as necessary as well as resolves problems. Completed work is reviewed for
[N, effectiveness in meeting requirements, resolving problem areas, technical
::» soundness, and conformance with governing regulations and directives.
L) »
::E: Factor 3, Guidelines
e
':f: Army Regulations, Technical Publications, Contracts, Acquisition Procedures,
t*i: Vendors' Technical literature, and precedent studies are available. However,
6” these provide little guidance, pertinent to adapting equipment and software to
oSy the user particular needs. GSA directives and Army regulations provide general
-3 guidance on acquisition and resource sharing matters. However, information
:Q\ resource technology is characterized by rapidly increasing changes causing such
) f: guidelines to be of limited utility. Extensive changes in approach and
:}Q deviation from usual methods commonly are required for the particular needs of a
.‘ user. Employee uses considerable judgment in relating technical developments to
R the problem at hand.
o
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N 13. Statement of Duties and Responsibilities (contd)

Factor 4, Complexity

L/
2 The employee 1s involved in most phases of information resources matters,
it including consulting with the users prior to the decision to automate or
reconfigure obsolete automated solutions. The intersection of the fields of
. analyzing ADPE, WPE, DCE, and applications and systems software with the
disciplines involved in acquisition strategies and contract administration
results in a hybrid field requiring an unusual depth of analysis to satisfy user
requirements, the need for integration with parallel FORSCOM initiatives,
cost-effectiveness, legal and contractual sufficiency, maximum private sector
X competition, and societal goals of assistance to small and minority-owned
businesses. The technology is evolving rapidly, requiring the employee to
continually stay abreast of these changes. Consideration must be given to
accommodating future changes in the specification and acquisition of current
systems, t 1is simultaneously creating uncertainty and the neéd to minimize
uncertainly. 1In addition, considerable creativity is required to develop and
improve contractual strategies to satisfy the often-conflicting interests noted
above. Employee must integrate the work of subject-matter experts, computer
specilalists, vendors, and contracting specialists in SSEBs and other fompums in
order to accomplish the projects. All these factors complicate the decisions
the employee must make regarding what needs to be done. Conflicting
requirements are inevitable given the number of interests that must be
satisfied. These diverse interests contribute to the exceptional technical
! difficulty of this hybrid field, in which the conflicting requirements must be
I satisfied in specific operationally-defined ways. The methodology of acquiring
! automated equipment does not lend itself to contracting for standardized
o off-the-shelf hardware and software. The needs of each functional user must be
analyzed to determine the system to be acquired. Upon identification of the
# requirement, employee must determine the specific type of ADPE system to be
acquired and the components of the system (internal memory boards) and software
to accomplish the application. Systems are then tailored to meet that specific
need. Analyst must be knowledgeable not only in equipment capabilities but in
the application to be performed and modify or alter the systems components to
accomplish the project.
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€ Factor 5, Scope and Effect

P The work involves investigating and analyzing a variety of problems, formulating
studies, analyzing requirements, and establishing criteria. Accomplishment of
the werk affects the information resource management function at a wide range of

» staff agencies through the headquarters.

Factor 6, Personal Contacts

Y, Personal contacts are with users, acquisition personnel, computer staff at
higher headquarters with DA, and occasionally outside the agency (e.g., GSA).
' Contacts also include vendor representatives.
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13. Statement of Duties and Responsibilities (contd)

Factor 7, Purpose of Contacts

Contacts are to obtain or provide information and coordinate projects as well as
to negotiate with contracting officers and contractors to resolve disagreements.
Occasional meecings are held with persons with different viewpoints and goals.

Factor 8, Physical Demands

The work is sedentary.

Factor 9, Work Environment

The work is performed in a typical office setting.
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DEPARTMENT OF THE ARMY 1. JOU NUMBLA
JOB DESCRIPTION

s or wvea of TR (O, see CPR L01, 1he prononent ggency '« OCSPER

?

INSTALLATION OR MLADQUARTL RS OF FICE 3. ORGANIZATIONAL LOCATION (Compulete an veganizalina cupy only

HQ, US Army Forces Command DCSIM, HQ Support Branch
4 CITATION TO APPLICABLE STANDARD AND THE DATE OF S TITLE
ISSUANCE ‘ Management Assistant
USCSC PCS GS-344 6 PAY SCHEDULE 7. 0CC CODE ® GRADE
9. FAIR LABOR STANDARDS ACT 10. COMP LEVEL
D exemey Anonexemey

1t

EVALUATION APPROVAL

TITLE, PAY SCHEDULE, OCC CODE, AND GRADE OF THIS JOB HAVE BEEN FIXED IN ACCORDANCE WiTH OFFICIAL POLICY
AND GRADE LEVEL STANDARDS

(Signelure) (Lrate)

2

JOB CONTENT APPROVAL (COAPLETE ON ('KGANIZATION COPY ONLY)

. —
e LCELATIFY FRAT miIS .S AN ACCURATE SIAVEMENT OF THE MAJOR DUTIES AND RESPONSBILITIES OF THS POSEIION
AND 'TS ORGANIZATIONAL RELATIONSHIPS AND THAT THE POSITION IS NECESSARY TO CARRY QUY GOYERNMENT
$UNCTIONS FOR WHICH t AM RESPONSIBLE. THIS CEATIFICATION 18 MADE WITH THE KNOWLEDGE THAY THIS INFORMA.
TION 1S TO 8k USED FOR STATUTORY PURPOSES RELATING TO APPOINTMENT AND PAYMENT OF PUBLIC FUNDS AND THAT

FALSE OR MISLEADING STATEMENTS MAY CONSTITUTE VIOLATIONS OF SUCH STATUTES OR THEIR IMPLEMENTING
REGULATIONS.

(Signalure of Appruving Supervisor) (Dele)

b THIS 3068 DESCRIPTION WITH SUPPLEMENTAL MATERIAL IS ADEQUATE FOR PURPQOSE OF EVALUATION.

(Sigrature of Positinn Classificetion Specialist) (Dote)

13

STATEMENT OF DUTIES AND RESPONSIBILITIES

MAJOR DUTIES

The primary purpose of this position is to perform assignments designed to apply
the basic knowledge of management techniques in support of analysis functions
related to HQ FORSCOM.

--Assists with management surveys for the development of automated systems for
improving the effectiveness and efficiency of administrative processes in the
headquarters staff. Performs specific tasks in connection with the review and
enalysis of equipment proposals. Utilizes background information, a knowledge
of organjzation and mission, functions and established guidelines to develop
recommendations to management officials regarding the kind, range, potential
applications and selection of specific systems. Performs cost/benefit
comparisons and cost/rental vs purchase analysis of systems. (25%)

--Assists in providing technical advice and assistance to HQ Forces Staff
agencies which are developing automated information systems. Provides
instructions to operators and managers on the proper and optimum use of1
equipment. Assists in the development of Users Manuals for staff agenciles.
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;‘;: --Performs as a team member in providing advice on use of off-the-shelf software
ijxj- products to accomplish a variety of administrative office functions. Assists

~¢:¢: analysts and specialist in the accomplishment of mission objectives to include
L preparation of acquisition documents, approval documentation, equipment

Y specifications,conducting on site surveys and other administrative and technical
;;n“ tasks. Maintains inventory of all hardware and software for the headquarters.
’*iﬁ* Serves as property accountability manager for the branch. (40%)

[

:fﬂg --Serves as assistant to the branch chief in arranging for travel, appointments,
2y time card maintenance, reception of visitors, correspondence preparation,
(r‘ records maintenance, disposition, and other general administrative functions. (25/)
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FACTOR 1. Knowledge Required by the Position

Extensive knowledge ot administrative procedures is required, to include
preparation ot correspondence, coordination ot statt papers and a variety ot
other tasks associated with the typical ofttice.. A working knowledge of
Management Analysis techniques is required and the ability to identitiey,
detined and resolve problems arising in the administrative work processes in
the ottice environment. A knowledge of automated systems and their operatior
is required. Good typing skillsare essential.

FACTOR 2. Supervisory Controls

Supervisor detires employee's area ot responsibility in terms o1 general

priorities and overall mission requirements. Employee is responsible tor
carrying our special projects in the assigned areas. Work is reviewed in
terms ot eftectiveness in meeting the established goals,

FACTOR 3. Guidelines

Agency administrative standards, policies and directives are available.
Employees must be tamiliar with these guidelines in varrying out the assigned
responsibiliites. Local policy on automation standards, processes and approval

and acquisition procedures are available tor reterence and research when
required.

FACTOR 4, Complexity

Work consists ot a wide variety ot activities within the agency, to include
assistance in specialized areas ot sottware applications, acquisitious,
contracting processes and overall automation methodologies. Work requires the
development of new intormation upon which to base tuture intormation
processing policies and procedures for the end users.

FACTOR 5. Scope and Lttect

Work involves assisting in the tormulation ot projects, carrying out ongoing
projects initiated by analysts and specialists. JIndividual tunctions as a
Mnagement Assistant in concert with the major developmental projects or the
senior analysts and specialists ot the agency.
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W FACTOR 6. Personal Ccntacts

\ Contacts most otten take place with the other employess ot the branch and
~§ division as well as FORSCOM Statt counterparts

FACTOR 7. Purpose ot Contacts

Purpose ot contacts is to plan, coordinate and assist with the work ettor:is ot
other employees ot the agency and to resolve prob.ems

FACTOR 8. Physical Demands
The work is sedentary.
FACTOR 9. Work Environment

Work is pertormed in a typical ottice setting.
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MILPERCEN INFORMATION CENTER

INDIVIDUAL DEVELOPMENT PLAN (IDP): FOR
UPWARD MOBILITY EMPLOYEE (GS-335-04/05/06/07)

PHASE 1 (GS-335-C4, GS-335-05)
CONTENT DESCRIPTION

L. ORIENTATION
a. Upward Mobility Program
b. Relationship to Data Processing
c. Relationship to Information Center
d. Organizational Policy and Procedures
e. Organizational Structure and Relationships
f. ADP Career Development
II. ~ ON THE JOB TRAINING
a. Operation of terminal workstations and other office equipment
b. Performing basic data processing tasks using the Sperry 1100 System.
c. Performing familiarization tasks involving documentation.

d. Performing basic tasks using graphics.

IlI. FORMAL TRAINING
a. Introduction to Data Processing
b. Series }IC0Q Systems Concepts
c. Executive Control Language
d. Documentation and Flowcharting Techniques
e. Introduction to COBOL Programing

f. Workshop in COBOL Programing
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MILPERCEN INFORMATION CENTER

Knowledge, Skills and Abilities to be Acquired

RO S, L Wl

With this training the employee will be able to understand the purpose and
direction of this upward mobility program. The knowledge of data processing jobs
and the relationship between the various ADP organizations will be acquired. The
employee will be given special insight into the workings of a full-service
Information Center, it's history and it's mission. An understanding of the

“ol” P - o

LT Tl Pl T 4

MILPERCEN organizational structure, it's mission and it's relationship within the
" Army, DOD and the Federal Government will be gained.
~‘ The employee will gain certain basic yet useful data processing skills. Knowledge
', of how a computer system operates and how to write and execute simple programs
5 will be gained. The employee will know the capabilities and limitations of the
o Sperry 1100 Computer System as well as the capabilities and limitations of any
'- Peripheral systems available within our organization. The ability to use the

terminal workstations to perform many of the daily tasks assigned to our

v organization will be acquired. The employee will learn to perform simple tasks
" involving graphics software and hardware systems.
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MILPERCEN INFORMATION CENTER

PHASE 11 (GS-335-05, GS-335-06)

IL.

I

V;Q&

CONTENT DESCRIPTION

ORIENTATION

a. User Training

b. ADP Procurement

c. Data Base Systems

d. Fourth Generation Software

ON THE JOB TRAINING

a. How to extract data from on-line data bases and develop reports.

b. How to create and change MAPPER reports.

¢. How to assist in the development and conducting of user ADP Training.

FORMAL TRAINING

a. Basic Office Automation Training (Sperrylink)
b. IRGS Il (Genius, Report Writer)

c. GRAPHICS (ZCHART, ECO, AUTOGRAF)

d. DBMS Training (System 2000, DMS 1100)

e. MAPPER User Workshop
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MILPERCEN INFORMATION CENTER

L Knowledges, Skills & Abilities to be Acquired

L 4

"W With this training the employee will begin to understand the broader scope of ADP
o within MILPERCEN and the Federal Government. The knowledge of how ADP
K Products are acquired will be gained and the responsibilities of the Government
,': " with respect to ADP Vendors and contracts will be taught. A basic understanding
fE: of data bases, how they are used and how to extract data from them will be

acquired by the employee.

ﬁ' As an ADP Professional Trainee the employee will be introduced to the world of

Microprocessing and end-user computing. Training in fourth generation languages
such as MAPPER will prepare the employee for understanding the needs of the
e ADP User and provide the proper understanding of user software development.

{

)

( The employee will learn basic course development, how to conduct user classes and
> how to recognize, develop and pass on the skills needed to increase end user
e productivity.
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MILPERCEN INFORMATION CENTER

PHASE 11l (GS-335-06, GS-335-07)
CONTENT DESCRIPTION
L. ORIENTATION
a. Product Evaluation
b. Project Manacement
c. Budgeting
II.  ON THE JOB TRAINING
a. How to conduct pre-selection ADP product evaluations
b. Techniques for monitoring and managing ADP Projects

c. Preparation of Documents for Procurement of ADP Products and
maintenance of contracts for fiscal year budgeting.

Ill. FORMAL TRAINING
a. MAPPER Run Design

b. Advanced Office Automation Training

c. Train the Trainer
d. Systems Analysis
e. Presentations and Briefing Techniques

f. FORTRAN Programing
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MILPERCEN INFORMATION CENTER

Knowledges, Skills and Abilities to be Acquired

This training is designed to complete training in all of the basic learning areas

required for progress toward the GS-334-09 Series and grade. As a result of this
training the employee will know how to evaluate the effectiveness of user-oriented
ADP Products. The knowledge of how to use the tools of systems analysis and
product evaluation will be gained. The employee will also be shown the various
techniques for reporting results of testing and evaluation.

The employee will be taught the various skills of managing an ADP Project. Skills
involving Project Book Preparation and maintenance, as well as Peformance
Monitoring and budgeting will be learned. Various ADP Software Tools wiil be used
in order to increase programing and analysis skills. The employee will also become
more capable in the areas of user training and teaching data processing.
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MILPERCEN

INFORMATIOR CENTER JOURRAL

OLOME 11, NUMBER 1

THE INFORMATION CENTER
CPEN RAOUSE

SDNESDAY 20 NOVEMBER 1985

ROM 1567, HOFFMAN II
300-1500 HOURS

R N RSN
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THE INFORMATION CENTER INVITES YOU TO STOP BY AND MEET
THE STAFF AND TO SEE THE FACILITIES AVAILABLE FOR
MILPERCEN USERS. YOU WILL BE GUIDED THROUGH THE
CENTER, BQUIPMENT WILL BE DEMONSTRATED, SERVICES WILL
BE LISTED, QUESTIONS WILL BE ANSWERED, REFRESHMENTS
WILL BE SERVED AND YOU WILL BE ABLE TO REGISTER FOR
TRAINING
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WL AN INFORMATION CENTER OFEN HOUSE
by Joseph Heastie

Many events have occurred since the
last journal was published. The most
significant event has been the conducting
of continuous Basic Desk Station
wWorkshops, at the Casey Building, by the
entire Staff of the Information CQenter.
That effort reached a peak of over 70
students per week, concluding in Septeamber
with approximately 1600 students trained.
The logistics of that year-long operation
virtually shut down most other Information
Center services at the Hoffman Building.
The staff is back at the office and
classes are being given, at the Hoffman
Building, at a greatly reduced pace. Now
the center can begin to provide many of
the mare traditional services including:
oconsulting, individual and small grogp
training, oontract support, data base
querying, product testing and evaluation
and publishing information of interest to
the end user.

The open house is our way of
announcing our return fran the all-
cansuming grind of the (asey building and
our way of exhibiting eguipment and
services. All of the equipment located in
the productivity center area is available
for your use. If you are trained in the
use of this equipment simply came in and
go to work. If you need assistance,
analysts are available to answer your
Questions or to arrange training.

THE JOURNAL

Information Qenters must publish.
This is @& generally accepted rule
throughout the industry and this is a rule
we have, by necessity, Yrcken in recent
months. The last journal published was
dated Decerber 1984, just about the time
our extensive training effort was
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menthly . Many pecple
informative articles to those issues,
especially during that time MILPERCIN was
struggling to inplement it's new Local
Area Network. Back issues of the Journal
are available upon and there will
be a handout available, at the open house,
listing all previous articles. Same

previous topics included: BECOMMING A
MAPPER USER; OOMPUTER  GRAPHICS(AT
MILPERCEN) ; DOCUMENTATION IN THE

DEFORMATION CENTER: THE 80X BASIC DESK
STATION; SMALL PERSONAL, OOMPUTERS and many
other articles on a variety of subjects.

USER REGISTRATION

This service is one of the most
visible functions in the Information
Center. It is also one of the most
troublescme. A person seeking access to
the MILPERCEN carputer system and to the
data bases must follow an awkward set of
procedures before being given a user id

and passwords.

1. The user acquires a form 169 fram the
Information Center and after conpleting
the form, it is forwarded to the MILPERCEN
ADP System Security Officer (ADPSSO).

2. ‘The ADPSSO sends a disposition form
(DF) o MILPERCEN Services .
(DARC-ALP-T) requesting them to verify
that documentation of the potential users
security clearance is on record at
MILPERCEN.,

3. The users office must also send a IF
thru the ADPSSO to Support Services
requesting that the user be granted access
to SHECRET data and also granted &
sensitivity level of 2.

Step82and3urooftmthecauseof
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{ ne ¢y problems. If, for any reason Support business charts, organizational charts, or
M services cannot locate documented evidence custam briefing slides. Curreritly the
:; f ~learance or locate the DF requesting charts can be transferred to 35mm slides
-2 3e 31tivity 1level 2, then the users form for a compact easy to transport briefing,
o 16> will be returned with the phrase "No or displayed via the ECP 1000 Color Data
e lecord” or "No Access" written across the and Video Projection System (Electrohome)
o 0 . Because this 18 & manual process for large auditorium briefings.
s e _iiring documents to be in a certain
e Jlace at a certain time, we are often For further information or tralning
KO- a-:d with inconsistent results. contact the Information Center. (Or better
NN ) yet come to the Open House November 20 for
::: {«" When the ADPSSO receives verification demonstrations and sigrup for training).

)f clearance and access from Support
e rices a user i1d is established ard

Y

)a_.words are supplied to the Information TRAINING: COURSE DESCRIPTIONS, SCHEDULES
o Jerter to be 1ssued. Passwords are AND REGISTRATION.

‘,j:; €’ :sued each quarter. by Michele Farmer

3.4 The Information Center serves as a

" 7 uide for the user throughout this When you visit the open house on the
<% n ess. We attempt to resolve problems 20th of November, pick up a copy of all of
! -5\ )y tracking the progress of paperwork. the courses taught at MILPERCEN by the
o lowever with so meny users and so many Information Center.  Handouts will be
i v al steps this process 1s often available, 1listing courses and their
™ ™ trating and slow. schedules. Registration sheets will be

located at the various demonstration areas
allowing users to sign up for a particular

o O UTER GRAPHICS: WHAT'S NEW IN THE class or to indicate the desire to attend
pos (NFURMATION CENTER a course planned for the future.
R\ by Michele Farmer
e
o
SYSTEM/AIMINISTRATORS

— There have been many changes and ’
e ¢ tions to the Information Center over There are four functions that will
.::-. he last few months. Many of the those be on display at the open house that are
o dditions have been in the Computer not located in the Information Center.
o ire~hics area. Por the Iconix/Autograf These administrator functions are
.' i8¢ , the ACT II (Advanced Color physically located in the same office
3 ‘ecinologies) Ink Jet printer can provide (room 1867, Hoffman II) however they are a
:: oth color acetate and hardcopy part of the Distributed Information
o :af bilitiles. Systems Office (DAPC-PSO-FL). Visitors to
i the open house will meet these
P In addition to the new graphics admiristrators and be able to ask them
iy rd ter the Information Center 1s proud to questions about their functions and
2 vy unce the arrival of the new VideoShow services.
» Jlectronic Slide Show System. VideoShow

ls a menu driven graphic system which

»r¢ 1des the end-user with quick and easy
e
e
o>
=
- F-165
°
b2

Pt AT A s

. g T PP T PN AL N W L™, |
N T At e e o U e AN R e A ‘&:{&ﬁf}\
AT TN AR AN O AN E A S AR SRt et et v e




b A0a 'a A% B0 0% SR § ol B IV Z50 BVS BVLY RN N Rk R

ree
)53,
T4

o

MAPFER COORDINATOR
FUNCTIONS &« SERVICES

W

5 \r'.z(

1. REGISTER USERS INTO MAPPER SYSTEM

2. DELETES USERS FROM THE MAPPER SYSTEM

3. TRAINING: IN-HOUSE CLASSES
QN-LINE TUTORIAL

3. MONITOR MAPPER SYSTEM

DEVELOP RUNS

REGISTER RUNS

CONSULT ON USER APPLICATIONS

..-‘_.c
Pl
Py

7’
[

LAN SYSTEM 4 AIMINLSTRATOR
FUNCTIONS & SERVICES
REGISTER USERS INTO LAN ON SYSTEM 4
DELETE USERS FROM LAN QN SYSTEM 4

MONITOR SYSTEM 4 AND RESOLVE USER
PROBLEMS

UNLOCK DOCUMENTS
MAINTAIN MASTER DIRECTORY
KEEP TRACK OF EQUIPMENT LOCATION

LAN SYSTEM 3 AIMINISTRATOR
PUNCTIONS & SERVICES
WORKS WITH DOPS AIMINISTRATORS
ASSISTING THEM IN RESOLVING PROBLEMS
MONITOR SYSTEM 3 AND TRACK PERFORMANCE
DISTRIBUTE BACKUP TAPES

DOPS COORDINATOR

FUNCTIONS & SERVICES
DEVELOPS POLICIES AND PROCEDURES FOR
ALMINISTRATION OF THE DOPS SYSTEMS
AT MILPERCEN
CONDUCT DOPS AIMINISTRATORS CLASS
CONSULTS WITH DOPS ADMINISTRATORS TO
RESOLVE USER PROBLEMS.
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T INFORMATION CENTER STAFF
(LC~POS~-PC, ROCM 1867, HOFFMAN 11, 325~9350)

Jc :ph Heastie Coordinator
5t e Olmsted Clerk/Typist
Evangeline Davidson Clerk/Typist (COE)
Jir Griffea Analyst
Mi iele Farmer Analyst
SF_ Kerry Falknor Analyst
Adrian Powell Analyst
Ds .y Harrell Analyst
SP. Greg Hadash Analyst
Johnny McCarter Conputer Assistant
Evr'yn Tyler Oxputer Assistant
Ca: lyn Sliger Camputer Assistant
Eileen Lynn Carputer Assistant
z_//- ..
RUSSELL W. GREEN, .
Acting Chief, ADP Operatishs Division
Perscnnel Informations Systems
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- This is the first in a series of quarterly Newsletters from the DOIM
«.f_ Information Center. The Newsletter is designed to assist you in getting
o the most out of your ADP equipment. Your input - questions, concerns,
o comments - will be continually solicited.
o
‘ -
:: NEWSLETTER TOPICS
e
.'-’ I. Points of Contact
o II. Procedures for Getting ADPE Repaired: PROFS, IPS, VIABLE, PC
‘."
'f-: III. Request for Movement of ADP Equipment
o
M
et IV. STARNET User (VIABLE)

—~

:: V. Sharing dBase III Data With Lotus 123
v

5

~ VI. APL Assistance Corner

-/

L

'-ﬁ ViI. Coming Attractions
)
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I. POINTS OF CONTACT

The following numbers can save you valuable time and effort if you have
problems with your ADP hardware or software or if you have gquestions
about ADP training. Please jot them down in a handy location:

A. Hardware/Software Assistance - DOIM Information Center
Help Desk
287-7312 or 287-3235

B. Training (Scheduling or Information) -

1) Civilian Personnel - Civilian Personnel Office
Mr. Terry Bedsole
288-2015

2) 1I11 Corps Personnel -~ HQ Command, S3
CPT Schrock

287-0127
P 3) All Other Personnel- Corps Automation Management
o Office (CAMO)
N MAJ Morgan
o 287-9558
be .,\
'~ \_\'
Ko c. In addition, certain personnel within each activity have been
( i designated as POC's for automation and may provide an internal activity
- source of information. These personnel are listed in enclosure 1.
.\\
’ﬂ? ITI. Procedures for Getting ADP Equipment Repaired
AR
j$ﬁ If you are experiencing any problems with your computer equipment (e.g.
e display, keyboard, modem, printer, coaxial cable, controller,
D) microcomputer) call the DOIM Information Center Help Desk. In order to
a-{ assist you the Help Desk personnel need to khow the system you are
s using, i.e. the Installation Processing System, VIABLE System, System
P e 34, or a stand-alone microcomputer. Normally a label is placed on your
;f} keyboard or terminal that gives your line number, terminal model number
7’ and brand, and serial number. These items will further assist us in
o resolving the problem. In addition we will ask for a point of contact
o with phone, building, and room number. We appreciate your help in
LY providing us with all this information. It assists us in resolving the
e problem as quickly as possible. Operational hours are 0730 to 1630
V hours, Monday thru Friday. For service after 1630 hours, Saturdays and
Holidays, please call the DOIM Machine Room at 287-7578.
L J
vl III. Request for Movement of ADP Equipment
N
fo I1f you should need to relocate any ADP Equipment,.please notify the DOIM
o Information Center. A DF or PROFS note will suffxge. Points to include
ﬁﬁ are current location of equipment, proposed location, point of contact
’ and phone number. If the move is complicated a sketch, attached to
- the DF, may be appropriate.
t%'
L )
' |
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IV. STARNET Users

The DOIM Information Center is also your point of contact for problems
associated with your CRT, printer, controller, and line. A call to the
Information Center Help Desk for assistance could preclude wasting time
and effort.

V. Sharing dBase III Data with Lotus 123

If you need to share files between dBase III and Lotus 123 and vice
versa, take a loock at enclosure 2 it may preclude rekeying of data.

VI. APLDI Assistance Corner

If vyou want to update literals in an already existing literal file the
exercise at enclosure 3 may help you.

VII. Coming Attractions

Double wide, pica, elite and compressed characters for Word Star
printing.

Async alternatives for mainframe connectivity.

APL/DI maintenance on your literal files.
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POINT OF CONTACT

C————

: ACTIVITY NAME PHONE 4§
Tu AFLNO MAJ BRADBURN 287-0118
k \}’,

tﬁ AG MR. ROLLESTON 287-3348
MO MR. WEST (STARNET) 287-0092
",

o CID CPT BORNEMAN 287-2722

¥ f\

e

3 ‘\-_,l‘

o CORPS AMO MAJ DEVINS 287-9554
A

o CHEMICAL MAJ SHEA 287-0051

(J" CPO MS. DILLING 288-2020
e

SN DCCA MS. NOBLE 287~5354
AT i

ﬁ:q DEH MR. RAYMOND 287-3064
W
o DOL MR. SMITH 287-8400

e MS. KILPATRICK (STARNET) 287-6720

> .
o DPCA MR. WARREN 287-9568
3

N DPI MAJ PLUMLEE 287-5783

f

\an DRC LTC BEDELL 287-7085

N MS. SUBIA (STARNET) 287-6468

]

J. DRM MS. TAYLOR 287-3749
""

fi EXEC SVC SGT PARSONS 287-6622

o FAO MR. LEE 287-0508

:j Gl CPT NOSEFF 287-3353

'.“: G2 MR. NORRIS 287-2202
o 63 MS. ARNOLD 287-1910
hy
o G4 MAJ REID 287-7197
() :n
’. ! G5 COL SZENDREY 287-4433

AN HQ CMD SSG WEIDE 287-5539
o
o , 1G SGM DEWEERD 287-7209
v
¥
. -

1‘ -

i\t;

Lo

o ENCL 1

O,
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K_3
SN

:i ACTIVITY NAME PHONE #
~ = ===
{f' INT AUDIT MS. FINN 287-9465
- MEDDAC MR. GOTCHER 288-8554
) \‘,
we PAO LTC MILLER 287-3703
o,
o
b SGS LTC O'KELLEY 287-7806
]
i’ SJA MS. GORDON 287-3421 ‘
[} '-4.
o TCATA MS. CASTRO 288-1237
] |
o 1 CAV WO WALKER 287-9262 |
(?. 2 AD CPT HOTARD 287-3219 |
L "akd )
. <, |
o 3 SIG BDE CPT COOK 287-8263 %
K~
:fi 6 CBAC WOl ROSER 287-2605
o 13 SUPCOM CPT WOMACK 287-5110
Ay
#E 64 AH MAJ SATHER 287-2314
I
.. 89 MP SSG ANDERSON 287-8010
{ 504 MI LT PETERSON 288-9866
o
<
".\
V,u"
)
o
W
o
;’
!
Y
¥
o
s |
>
o
&y
L
<
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°
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™ FILE TRANSFER
ol
o
s (Copyright (C) Aa.ton-Tate 1985. Reprinted with permission from
b "Technotes", a publication of the Ashton-Tate Software Support
{ Center.
S
B Transferring Data From Lotus 123 to dBase III
2
A
:i: To transfer data from Lotus 123 to dBase III, you must create a Ms-DOS
;Lj; test file in Lotus 123. Then, in dBase 1II, append it using the SDF
AN
:Jﬁ Option 4into an existing data base file that reflects the structure of
\'."
::;: your worksheet.
A~
o IN LOTUS 123
,55 Perform the following set of instructions with your worksheet
Qp loaded. User input from the Command Level is underlined.
L
¥ _,».";
’?@ 1. Enter /Print File.
J‘:'.
s 2. Enter Test File Name to Send to dBase III.
(.;. 3. Enter Options Other Unformatted.
e
:j' 4. Enter Margins Left 0 Return.

[ BV

5. Enter Margins Top 0 Return.

‘)A'..

6. Enter Margins Bottom O Return.

’ »

- .
Y 7. Quit.
i

:Q 8 Enter Range and Specify the Copy Range.

)

2 9. Enter Go Quit to Write the File to Disk.
N

\::

o NOTE !! Lotus 123 Creates a Text File with the .PRN
;? Extension.
:3:4 Also, ensure that your right margin is wide enough for all the data
P _.;\_
:jf: you plan to transfer.
! J,;.
SO

o

: ’:.

a

2 ENCL 2

‘> J.'

~ L]
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IN dBASE III

1. Use <Your Database File>. If you do not have an existing database

file to append your worksheet into, create one.

2. Append from <Test File>.PRN SDF to bring the worksheet into your

database file. Be sure to use the extension .PRN.

Your data should now be in your database file. If this is the first
time you have performed this procedure, be sure you review the database
file to see that the structure you have made reflects your worksheet.
If columns are misaligned or records are truncated, your structure
probably needs some changes. To do so, use modify structure, make the

changes, ZAP the database file and re-execute the append statement.

TRANSFERRING DATA FROM dBASE III TO LOTUS 123

Transferring data from dBase III TO Lotus 123 is fairly straight-

forward. In dBase III, use the copy command with the delimited option

to create a comma-delimited file into the current worksheet by using the

file import option.

IN dBASE III

1. Use <Your Database File> With an Index, if You Have One.

2. Copy to <Text File> .PRN Delimited to Create the Comma-Delimited
Text File. Be Sure You Specify the .PRN Extension for the Output File.
Lotus 123 wWill not Recognitze a Text File With Any Other Extension. 1€

You Need a Subset of Your Database File, do not Forget That the Copy

CEA A
-' .‘t“"‘!‘:",h‘."l

QU]
0’:,‘“."?0.5":’":

e A e




command has Conditional Capability. See Page 4-35 of the dBase IIl User

Manual for Further Details.

o, IN LOTUS 1-2-3

.gﬁj - User Input From the Command Level is Underlined.
';ﬁ 1. Enter /File Import Numbers.

2. Enter the Name of the Comma-Delimited Text File.

N Your Data From the Comma-Delimited Text File Will be Entered Into the
Iy Current Worksheet, with Each Column Containing the Contents of a Field

-~ From Your dBase III Database File.
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APL

This lesson is for people who use a Literal File and wish to change a

Literal inside without being forced to rewrite the entire Literal.

A. Before starting, lets get a few definitions down to avoid confusion:

APL ENVIRONMENT -

APLDI -

APLSX -

CONTROL ARROWS

DELETE KEY -

LITERAL FILE

LITERAL -

LIST COMMAND -

AN AREA THAT EXISTS IN THE SYSTEM BEFORE APLDI
IS LOADED. YOU REACH IT BY TYPING APLSX OR VSAPL.

YOU ARE IN APLDI ONLY IF YOU TYPE )LOAD ALPDI.

AN APL SESSION WITH A TEXT EDITOR TYPE APLSX INSTEAD
OF VSAPL TO ACTIVATE THEM.

THE FOUR ARROW KEYS TO THE LEFT OF THE KEYBOARD THEY
MOVE THE CURSOR WITHOUT CAUSING THE COMPUTER TO TAKE
ANY ACTION.

LOCATED OVER THE "UP ARROW" CONTROL ARROW KEY, 1IT IS
USED TO INSERT CHARACTERS INTO TEXT.

LOCATED OVER THE "DOWN ARROW'" CONTROL ARROW KEY, 1IT
IS USED TO DESTROY CHARACTERS, AND ALSO REMOVES THE
GAP CREATED BY THE DELETION.

THE AREA WHICH HOLDS YOUR LITERALS, THIS 1S THE FILE
THAT YOU BRING IN WITH THE PCOPY COMMAND.

A STORABLE, RE-EXECUTABLE QUERY THAT IS EASILY
IDENTIFIED BY THE DELTA SYMBOL THAT PRECEDES THEM.
EXAMPLE : AREPORT

A LOCALLY PRODUCED APL PROGRAM THAT CAN BE BROUGHT
INTO A LITERAL FILE SO LITERALS MAY BE VIEWED ALL
TOGETHER ON THE SCREEN. IT MAY BE USED BY )LOAD
"YOUR LITERAL FILE" AND THEN ENTERING THE COMMAND
LIST AND PRESSING THE ENTER KEY.

B. Changing Literals with the APLDI Session Editor:

Here is an exercise
quick modification
learn this exercise

1. Log on and wait

to demonstrate the use of the APLDI Editor to allow
of an already existing literal. The best way to
is to perform the following example.

for the R;XXXXXXXXXXXXX prompt to appear

2. Type APLSX and press the ENTER key

FNCL 3

’u',[._-"\'-‘ e O O
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;&ﬂ 3. Type )LOAD “LITERAL FILE NAME" and press ENTER - Note the
i§§§ “LITERAL FILE NAME" is what you PCOPY in a normal query session.
A 4. Lets build a sample query to modify
*:.\ a. Type ASAMPLE € 'DEMOSALE DIFILE;PROD=CHAIR;COUNT'
:33; and press ENTER
:\':ﬁ b. Type )SAVE and press the ENTER key
,t\; 5. Now lets modify sample to count not only chairs, but tables too.
:‘2‘; a. Type YASAMPLE and press the ENTER key.
,$;$ b. You are now in the editor

>

1. Press the insert key

o

E,,g 2. Move cursor with control arrows to 'the ";" after chair

1 3. Type ,TABLE and press the RESET

é: -NOTE HOW THE INSERT MODE MOVES THE WORDS AFTER CHAIR-

"EE 4. Press PF3 to leave editor

:::‘_E 5. Type )SAVE and press ENTER
t' ] 6. Run the new altered literal

{33 a. )LOAD APLDI and )PCOPY your literal file

b. Type INQ and press ENTER

)\ c. Type A SAMPLE on the next prompt

\ d. The literal should give the following response:

!§E§ RECORD COUNT = 844

;? -NOTE DEMOSALE DIFILE IS A SAMPLE FILE YOU MAY USE FOR PRACTICE-

j.__; C. Conculsion: This was a brief demonstration of the editor function,
‘E"ﬁ for further assistance call the Information Center at 287-7312. Also,
:.'.'C classes are available in APLDI which covers far more advanced features
§ to assist the APLDI user.

‘o

:
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FORT STEWART INFORMATION CENTER

L

4

o

The Fort Stewart DOIM Information Center is a service
organization dedicated to providing the best support possible to
ADP Users whether it be in developing large interactive
applications, providing for one-time requirements, training in

oy

'”y

:¢$ use of microcomputers, answering a "What do I do now?" plea from
‘:g a user, or untangling a knotty STAMMIS abend.

L o : .

ey The advent of distributed processing, on-line processing and
A the escalation in use of microcomputers brought about many
t ) changes in our organization, and an increase in interaction among
;}ﬁ the various sections, For instance, a project to establish a
A local area network has brought together the microcomputer,
:gﬁ systems programming and network management sections,

i : The manner in which user problems are handled is another

. area which hnas changed. When all processing was done in the

O batch mode, a call from the ugser to report a problem was easily
L taken care of by referring the call to the analyst in charge of
S the system, Now it must first be determined whether the caller
.jﬁ is an ASIMS, interactive or microcomputer user, and whether the
> problem involves software, communications lines or hardware
‘L before we can provide the necessary assistance.

ﬁl’ At present we do not have a help desk as such because of
O manpower restrictions., We have, however, worked out an interim
N solution, Users have been supplied with telephone numbers to use
bf for various types of problems,
‘e Current organization uvf the Information Center is as
7t follows:

vt A. Supervisor, GS-12,
f:j B. Network Management Section, staffed by one GS-1l1l,

i‘j C. Microcomputer Section, staffed by one GS-11,

D. Interactive Applications Section, staffed by:
One Systems Programmer, GS-12; One Data Base

L !

SN Administrator, GS=12; Four Programmer

v Analysts, GS-11,

T E. ASIMS Section, staffed by:

s One Data Base Administrator, GS-1l; One Programmer

T Analyst, GS-09; Two Programmer Analysts, GS-07;

[ One Programmer Analyst, GS-05 (Overhire).

.

N: The Microcomputer Section i8 responsible for all
s microcomputer activities, Such activities include:

b&: A. Assist potential users with definition of requirements.
o B. Assist users in preparing documentation for acquisition,
| C. Set-up and test newly acquired micro hardware and

e software,

ﬂﬁ' D. Train users in use of hardware and software,

ﬂﬁz E. Conduct user group meetings.

T F. Maintain inventory of hardware and software,

fﬁ G. Assist users in solving processing problgms.'

‘ H. Assist users in equipment problem determination and

:3 repairs.
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FORT ORD INFORMATION CENTER

The information center is one of the most important initiatives
at Fort Ord. The information center serves as the focal point
£~r information network management and maintenance, and the
interface between the information community and users., Because
most of the information system users at Fort Ord are not
expzrience operators, the training and assistance role of the
information center is critical to the success of information
systems expansion on the installation,

Six people are now committed to operation of the information

ceuater at the present level of activity., This number will
increase as the scope of coverage of the infcrmation center
increases, At present, the information center is providing

service to information system users in all functional areas
except voice communications, Voice communications will be added
as personnel and a supporting physical plant are available.

The information center supports a number of facets of information
eystems management,

e Training. The effective use of many information systeas,
particularly those involving new technology, is foreign to the
majority of users, An aggressive training program is needed to
ensure successful fielding of new systems and sustainment of
existing ones, The training program must be multi-tiered to
accommodate the needs of users at various levels of proficiency,
Since its organization last year, the Fort Ord Information Center
has trained over 200 Fort Ord personnel, ranging from install-
ation directors and division primary staff officers to clerk-
typists, on basic personal computer operation, A like number
have received specialized training on various information
systems, This training alone, if contracted to commercial
vendors, would have cost the Government in excess of $150,000.00
~~more than the entire cost of operating the information center,
The training mission is just beginning! As additional and more
sophisticated sutomation and communications systems are
introduced at Fort Ord, the training mission will grow several-
fold,

e System design and procurement. Together with the Plans
Branch of the Fort Ord Directorate of Information Management
(DOIM), the information center plays a key role in design and
procurement of new or replacement information systems. Plans
branch has the responsibility to do long and short term
information systems planning for the Fort Ord complex, Plaqa
branch looks to the information center to assist users in
requirements definition, hardware and software confi;ututl?n and
acquisition documentation. Also in this process is advice to
users on networking issues such as connectivity and interoper=
ability, The information center conductF research of available
government and industry sources to maintain awvareness of cost
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effective, solution-oriented hardware and software to meet user
reeds., In all acquisitions, vendor maintenance is sought to
ensure system reliability,

e Fielding, As new systems are fielded, the information
center's effort intensified, Advance training of users 1is
conducted; equipment and software are received, assembled,
tested, and placed in the user environment; and follow-up
training and assistance are provided to the users as necessary.
The information center continues assistance to the users until
after the systems are operational and users are able to operate
then,

¢ User interface/continuing assistance. Systems
maintenance, systems upgrade and replacement, mission changes,
and personnel turnover demand continuing interface with users.
The information center serves as the single point of contact for
vendor maintenance of information systems user queries and
requests for assistance, and update training. When necessary,
information center personnel conduct hardware and software
troubleshooting and limited equipment repair by component
replacement, A limited central library of software and training
aids is maintsined in the information center for short-term

missions and temporary loans pending procurement, Software
evaluation is also conducted for users with poorly defined or
untried requirements, As required, the information center

provides individual consultation or training with experienced
users Oon new requirements, system refinements, productivity
enhancements, and development of quality presentation graphics,

e¢ Local-unique systems development, On occasion a local
requirement 1is established for a system or value-added
enhancement not available through an Army-standard information
system nor a commercial off-the-shelf solution, In this case,
the informacrion center serves as the focal point for user
interface and development/refinement of the requirement, and
shares system development with other elements of the DOIM such as
plans branch and eystems branch, In those instances where the
system required is heavily user interactive, the information
center may carry the lead in systems development. Two examples
are ongoing at Fort Ord today. One, the Law Enforcement
Enhancement System (LEES), is a value-added interactive extension
of the Military Police Management Information System (MPMIS).
This system, due for implementation in July 1986, will provide a
sophisticated interactive relational data base, accessible
through user friendly interfaces, to correlate and deliver crime,
traffic, vehicle, and personnel information to fixed and mobile
terminals, The LEES will also roll up information and perform
format conversion for MPMIS reporting., Another system to follow
next fiscal year is the Fort Ord Automated Installation
Management System (AIMS), AIMS is s similar interactive.system
using a relational data base, supported by high-quality mainframe
graphics, to provide senior management, program directors, and
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supporting staff relational data against measurable performance
criteria established by DA, FORSCOM, and Fort Ord senior manage-
ment,

o Network management, Fort Ord has a new wide area network
(WAN) riding on the installation coaxial cable television system
using a sub=-split spectrum architecture. This allows data users
to "straddle" cable TV, which operates in the mid-band. The Fort
Ord WAN is designed to provide connectivity for all terminals and
PCs on the installation having a requirement to communicate,
This includes support for the 7th Infantry Division (Light) TACCS
terminals when they are operating ia garrison, The network 1is
about one-third complete, with some PCs, terminals, and TACCS
devices up and running. Completion is scheduled for August, when
over 200 users will be on the system. More will follow. The
information center provides network management and user assist-

LY
x

hé: ance, This role will grow as the number of participants
':ﬂ increases and the network becomes more complex, Gateways to
Aiz STARNET and the Defense Data Network (DDN) are planned.

o

) e IBM Professional Office System (PROFS). Many network
K. users are seeking office productivity services such as automated
tﬂ- scheduling, calendar management, electronic mail, and file
N transfer., The information center will administer these services
A through the IBM Professional Office System (PROFS) to be
4 installed soon, This function will involve access management,
i ’ establishment of electronic mailboxes, user interface, trouble-
o shooting and system maintenance, Adminigtration of PROFS and
., management of the WAN are inseparable tasks in the information
e center, These functions lie at the center of system growth at
o Fort Ord.
e

e Data base management, As interactive systems grow, more
and more data bases are created, To maximize information
exchange and correlation, and to minimize data storage space,
management of file gtructures, access, and maintenance is
esgential, This critical function must be performed in the
information center because it is user centered -- well managed
information is of no value if it does not meet the needs of the

e

WEES S AN

o

o end user, Data base structures are closely tied to development
1 - . . «

'} of user interactive systems by the information center,
:;: ) End-user computing and user involvement with other information
o~ systems is growing at a tremendous rate, with commensurate growth
™, in cost, Most of the users lack experience and may not be able to
® clearly define requirements. Without control and knowledgeable
”: assistance to users, we will not achieve the greatest
vdh productivity gains for our inyestment. 'The }nfOtnatxoq center is
:" the solution, Any installation operating wltﬁout.an information
JE center today, needs to organize one -- and do 1t right away.
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