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|. The Conaulting Situation

1. The Organization

Faison Developmett and Opportunities Center, locaed in the North Mancheger areaof Pittsburgh, has
built strong relaionships and opened linesof communication between theresidentsof public housing and
the Housing Authority of the City of Pittsburgh (HACP).* The mission of the organizaion isto provide

counseling, training and support to prepar e residents of public housing and Section 8 tenants to
own their private houses and to become self-sufficient.

Programs
To achievethemission, the Faison Center operaestwo major programs. home ownership and computer
training. Themajor functions required to adminigerthese programs ae following.

Home Ownership Program:

* Outreach & reauitment

*  Qualifiesapplicaits

»  Processes applicants

»  Generatesreports on program compleion

The Faison Center partnerswith Dollar Bank to operate the *homeownership program. Theorganization
does outreach to raise awareness about the program four times ayear through newdetters, mailings, radio
programs, events, and flyers. Theorganization gathersthe goplications for the homeownersip program
through the phone calls and faxes on an every day basis. Each gpplication isexaninedto detemine if the
candidate is eligible. The gproved applications aereferredto the Dollar Bank, which provides
consultaions and classesto help an gpplicant to build a credit raing. The Faison Center keepstrack of
these qualified applicentsthrough the monthly report fromthebank until the goplicant finish the program.
Theorganizaion produces a report of theoutcome Currently, thereare abou two hundred people who
are enrolled into the homeownership program. On average, twelve people compleethe program and
purchase home each year.

Themajor procedureto operaethe computer training sesson is following.

Compuer Training

» Recruitsand hires computer trainer

* Shedulesclasses

* Outreach & recruitment of participants

* Processesregidraions

e Generatesreports on program compleion

! For more information about the structure of the organization plesse refer to the Appendix A
2 People who have income of less than $10,000 per year

T he hameownership program is made to hd p the residents of the public housing and the Section 8 tenants to
purchase their own houses through the series of education and consultation run by theexperts from Dollar Bank.
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Snce theyea 2000, the computer training session has been offeredtotheresidents of public housing
to help them obtain the basic computer skills. Theclass runs four cyclesin year and each ¢ycleis
twelve weeks. The computer education includes basic computer literacy training, resume design,
Internd research and Microsoft Officetraining. A hired indrudor runsthe compuer training sesson.
Approximaely three hundred people register fortheprogram in each cycle.

Financial Support

The Faison Center because the budget is planned and spent by HACP. From the utility bills to the phone
bills, HACP takes careof them all. For insgance, the HACP maintenance department paysthe
maintenance employee of The Faison Center, andthe operaion department paysthe utility hills.

Staffing

Therearefour people who work in the Faison Development and Opportunities Center —a manager, a
computer ingructor, a secretary, and a maintenance employee. T he manager organizes, does outreach and
monitorshisclients. Thecomputer ingructor runsthecomptter training sessons. The searetary receives
phone calls and generates reportsforthemanager. Thesecreary iseither aresdent of public housing or
a Section 8 tenant. Theorganization provides officework experiencesto helpthe seardary ge ajob
outside of the center. Themanager overseesthe performance of theindrucor, thesecrgay, andthe
maintenance employee.

2. The Technical Environment
The following chat showsthe brigf description of thetechnical environment inthe Faison Center. Each
locaion isinthe same building of the Faison Center.

Location Manager’ s Office Secretary’ s Office Computer Lab
Computer Specs Pentium MM X Pentium MM X Pentium MM X
WindowsO8 WindowsO8 Windows98
I nternet Gonnectivity Conneded Conneded Conneded

Equipments Fax maching Copy Printer, Copy machine Printer, Scanner
machine, Palm Pilct,
Printer
Software WordProcessor Word Processor Access, Excel, Word
Reference dat abase Processor

The Faison Cente fecilitates over thirty-five PC-based compuers(Gateway 2000) locaedthroughou the
buil ding. Each compute runsthe Microoft Windows 98 opeaaing sydem andhas aPetium MM X
processor. All thecompuers a the cater are all connected with a local neéwork and connected to the
Interne viaD.. HACP providesits own nework, which uses Citrix Independent Computing
Architecture (ICA). Through the nework, the manager is provided with an electronic mailbox and

reference daabase. Every computer sharesalaser j& printer and acolor printer.

Thepurpose of usng technology

Each worker in the Faison Center uses thetechnology in different ways.

Manager

» Usesthefax machinetoreceive referrals of the potential candidatesforthe homeownersip
program from the HACP.
* Usesthereference daabase provided by HACP. The daabase can only be used to look up

information about the candidatesto verify the eligibility of a candidate.

» UsesPalm Pilot to schedule theorganizaion' s events or pasonal appointments.
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Secretary
» UsesaWord Processor to create mamos, ligs of program participants, and reports.

Computer lab
* ThePC Computers on the first floor of the center are used by a group of gudentsto learn basic
computer skills. For thetraining, the Microsoft Office program andthe Interne are used.

Themanagement of exigingtechnology

Compuers are bought with federal government funding and provided to theresidents of public housing
by MISdepartment of HACP maintainsthe computers. When the organization encounter with a
troubleshooting problem with a compuer, it can find help fromtheMISdepartment. Themanager can
request help by calling or email. However, due to the limited resources andtime the M1 Sdepart ment
cannot always respondto aproblem promptly asthe Faison Center would like.

3. Conaulting Foaus
Significance of the problem

The consaulting focus was to dtadk on the problem tha ismog directly relaedtothemission of the
organization and, & the sametime, medsthe feasbility of time and resources. T he manager of the
Faison Center, Mr. Lewis, and | concluded tha building a new database for the goplicants of the
homeownership program would be the mog needed and appropriae. T he misson of theorganizaion is
to expandthe number of paticipants of the homeownership program. To accomplish the mission,
keeping track of individual candidates informaion to help them keep up withthe program and find out
and analyzethe reaon why someof them quit become critical tasks. In addition, Mr. Lewis already had
the Microsoft Access program. We decided to usethe program because it can be used readily andto
maximizethe use of the exisingtechnology.

Problem #1: Increase organizational effidency in handing of the data

Mr. Lewis colledspape's, which containstheinformaion on an goplicat for the homeownersip
program. He needsto keep track of whether the gpplicant participaed in the program, whenthey
participated, and whether they comple ed the program. To monitor the progressof hisclients, Mr. Lewis
hasto go though thepapestofindthegausof aclient. It takes an enormous amount of timeto handle
pape's, which has animpad on the effedtiveness of theorganizaion. Inaddition, keeping track of a
client’ sgausisamog impossble with the large anount of data which will only keep increasing. For
ingance, having fields such asthedateregisered, thereferral dae, andthe staus of the program for the
individual candidate in the new database, Mr. Lewis can obtain moredatafrom the given information.
Thishelps Mr. Lewisto monitor the performance of the candidate effectively.

By handling the daa efficiently, Mr. Lewis can save alot of time collecting, sorting, and extradtingthe
data. Withtheamount of timehe saves, Mr. Lewis can contad moreclients and focus on theobjectives
of the programtoimprove. Asaresult, Mr. Lewiswill be able to recruit more potential applicantsto
participate in the homeownership program.
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Problem #2: Improve the effidency of the outreach methods

To inform and advertise abou the homeownership program, Mr. Lewis makes speeches during events or
writes articlesinthe HACP newdetters. Inaddition, he usesradio advertisaments, flyers, andmailings.
However, if themehod of theoureach isnot efecive, Mr. Lewis may not be ableto deliver his message
to potential candidatesforthe homeownership program. An ingfediveoutreach method not only wastes
money, but the program may also lose potential candidates. For indance, a short survey of how a
candidate is exposed to theinformation can be included in the new database. Asaresult, Mr. Lewis can
analyze andproducethedataon which method has been themog dfective.

Once Mr. Lewis can find ou which method getsthe client’ s dtetion andmotivaesthem to paticipae in
the program, he can do outreachin amore efective way. Theprogram can be advertised to alarger
number of potential candidates. Mr. Lewis can then increasethe chanceto receive more goplicats
phone calls. Thisessertially helpstheorganizaion atract morepaotatial paticipaits. Thus, this
opportunity helpsthe organization to recruit more candidates for enrollment in the homeownership
program.

Benefits
Afte building a new database for the clients who want to participate in the homeownersip program, Mr.
Lewis will benefit by being able to do the following.
» Locaesthe informaion needed easily and quickly
» Sortsou thedataaccording to the criteria sat up by Mr. Lewis— i.e. diginguishing the population
between the Section 8 tenants andtheresdents of the public housing.
* Monitor the ga us of the cliets effectively —i.e. how many sessionsaclient has dtended so far
» Figure out which advetisng methods aremod dfecive
» Createareport aboutthestaus of theclients forthe head of the department using the database
program
» Teachthe gaff to learn the database program
e Gain theconfidenceto help andoversee st fs
* Increase hisknowledge of how technology can be used
e Supervisethegdf to usetechnology

Expectations— Realizati on of the misson

By using the new databaseto handlethe informaion about the homeownership program clients, the
following helpstheorganizaionto realize itsmisson more effedively. Theexpeded resultsae
following:

e The amount of timetha Mr. Lewis saves from finding, orting, and monitoring daa, he can
spend on histime more on processng more clients. Processng more cliats can leadto more
people participating in the homeownership program. Thiswill help the clientsto eventually get
privaehousing.

* Theorganizaion will be able to concentrate on more effective goproachesto do outreach. This
will help theorganizaion to usethebudget for the outreach more efedively.

» Thenew database can providethe daigicsof the performance of theorganization. For ingance
Mr. Lewiswill be able to identify the populaion who has been referredtothe bank but never
actually participated in the program or quit the program beforethey finished. Mr. Lewis often
encountersthis stuation wherethe applicants showed their intereg but did not kegp up with the
program or lost intered beforethey even darted. It isof gred intered to Mr. Lewisto find ou
the causes. By finding ou thecauses, Mr. Lewiswill be able to find away to improvethe
gtuation if it needsto be fixed or changed.
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»  Thenew database can produce the daistics, which show the solid evidence of the value of the
program. Withthesaidics, the organization can gopeal moreto the donors and inareasethe
chanceto ge funds or grants. Thiswill help the organization expandthe program further to reach

out to morepeopleto participae inthe program by making it more atractive or by doing
outreach to a greater population.

* For more information about the work process please refer to the gopendix B.

I1. Outcomes and Recommendations

Consaulting Outcomes:

Digitizng Clients Data

Mr. Lewis used to oolled hundreds of paper goplicaion formsfrom his clients andkept themin folders.

He has replaced pape documentswith digital forms. The digital formsof hisfileshelp him kegp and

organizethe daa eader.
* Creatingrelational tables
After sdtingthe database, retrieving and organizing certain datatha usedto be impossble tofindis
now easily accessble. All the daa has become ca egorized accordingto theapproprigesa by sdting
relational tables. T hefollowing work flowchart shows how the datais processed once Mr. Lewis
receivesphonecalls from clients who want to participae in the homeownersip program. <Ovals
indicatethe datatha could not betradked before our consulting patnership. >

Checking the eligibility

o

Valid candidates

Non-participants

Complete the
In progress program

Non-valid
Candidates

L

Participants

A

Drop out of
the program

<The work process chart>
The information in the ovals can be extracted by using Queries* Snce we have relaional tables set
up, extracting specific information becomes an easer tak.

4 Queries are a fundamenta means of accessing and displaying data from tables.
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e Savingtime

Mr. Lewis can accessthe datapromptly. For ingance, when he wantsto find out the datetha his
client was referred to the homeownership program, Mr. Lewis can extract arecord for hisclient
quickly. He used to go through the pape filesof documentsto findout acertain cliet’sdata. He
can now smplytypetheclient’ slast name or social security number into the program and findthe
record. By savingtimeon searchingthrough thefile, Mr. Lewis can concentrate more on hisclient.

» Appredation of the benefit of technal ogical todls

Through the process of creaing a database, Mr. Lewis has apprecia edthevalue of thetechnology.
For ingance, when we have leamed how to extrad a certain dataentry from the database with two
keydrokes Mr. Lewiswas very pleased. Usually extracting a catain datarequires him a leags more
than 20 minute, but usng the new database, he could findthedatahe wantsin a second. Fromthe
process, Mr. Lewis realizesthe greda potential behindthe database we setup.

* Following up with individual Client

dnce extracting and keep tradking of information becomeshandy, Mr. Lewis can easily follow up
with datatha was not monitored before due to timeconstraints. For ingdance, now he can find ou
who has droppedout of the program. Mr. Lewis can obtain thelig of these candidates name,
address, and phonenumber easily. With the information, hecan call up peopleto ask whythey had
droppedout of the program. Findingthe causes from the candidates will help the organization to
improvethe program and mekethe program morefeasbleto the potential candidatesto join.

* Generating aQuery/Report & statistics
Now, Mr. Lewis can creaea Queryto analyzethe data monitoringhis clients. He can find more

information from the given datasuch asfollowing:

0 Thenumber of clientswho areapprovedto regise for the homeownership program

0 Thenumber of people who completed the program and purchased their private home
Thisdataprevioudy has been impossble to keep track. With aQuery, hecanfindout the lig of
people who quit the program along withtheir phone number and address.

In addition, Mr. Lewis can generde reportstha he submitsto the head of the depatment to show
gaigica informaion. He used to use the Word document to report every month. Thereport
includesthe daigics of how many people completed theprogram tha month. Now heisableto
include additional information likethe names and addresses of theclients. Mr. Lewis does nat have
to manually typethe information but hecan smply link tothe WordProcessto include the staigical
report.

» HEfective outreach

Mr. Lewis aso usesthe database to collect the regponses of the survey on how a cliet heard about
the homeownership program. Thisinformaion isaitical totheorganizationto achieve its misson
because the efective way to approachthetarget populaion will help more potential clientsto
participate in the program. The survey has never been done before our megting but we realizetha we
can add survey fields to the databaseto kegp track of thisinformaion. Normally, when a client
contacts Mr. Lewisto goply to theprogram, Mr. Lewis asksfor their basic personal information such
astheir addresses and phone numbers. Along with these questions, he can ask the client how they
heard about the program. Mr. Lewis can click on a pull down menu in the database according to
his’her response. T hepull down menu containsthe different waysto oureach such as speechesfrom
the oureach events, newdetters, brochuresec. Laer, Mr. Lewis can summaizethe informaion and
find out which gpproach has been mod effective
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Recommendation
Thereare afew recommendations to address to sustain the current technology and expand the
capacity of the organization.

1. Maintain and Maximze U= of the Current Database

The daabase is set up and Mr. Lewis has learned how to create a Query and a Report using Form. To

sustain the database and maximize use of it, | would recommendthefollowing.
* Trainingaseaetary
Snce, Mr. Lewis scompuer and his secrdary’ scomputer ae connededthroughthelLocal Area
Network (LAN), Mr. Lewis can access hisdaff’ s computesto sharefiles.
Thus, Mr. Lewis can havehis secregary take care of the daabase. When he does not havetimeto
keep updating and creaing queries from the database, he can focus on hispresenttask andthe
secretary can continue updatingthe daabase. Training Mr. Lewis s secretary will allow himto
teke on thetaskstha havehigher priority and that only he can peform. Hissecreay can dothe
miscellaneoustasks. Foringance, he can ask the secretary to enter anew data entry or updatethe
data when hisclient changes the address of hishe house or highe phonenumber. Al, Mr.
Lewis can ask hisseadary to credea cetain Query or Report. Hecanfocus on hisclients and
spend moretime withthem. Thisway, he can be more effedtive in hiswork.

Resource

Toteach a secreary to use the Acoess program, | would suggest Mr. Lewis andthe secretary to
go ove the on linetutorial together. The web ste includes the explanation of when and why
Accessisuseful to auser. Thiswill motivaethe seareary to train from the dart. In addition, the
contents of the web siteare well organized to provide step-hby-step instructionson howto sg up a
dat abase.

http://cru.ceéhe.wsu.edwtraining/Access97/

o DataSeaurity
MrLewis does not haveto concern himself abou keeping his privae information from his

secretary or computer-ingructor. By sdting up a password, only Mr. Lewis can dele e records or
change catainfields. Alteraively, he can allow the secretary to accessto specific fields only.

Resource

The following web Ste has information about the deta security issues, epecially asrelated to
Access. Thewebsitesincludes how to set up password.
http://imww.vb123.comioolshed/links/access security.htm

» Reference for sustai ning the new database

Mr. Lewis can always get ingruction from the Help fea urefrom the menu bar of the Access
when heforges some of the fundions. Besides the Help menu, there is an onlinetutorial, which
provides step-by- step ingtruction from the beginning. When Mr. Lewis needsto creae anew
database, he can always refer back to this ste.

Resources

1. The web Ste guides a user how to cregte a daabase from the beginning. Eecially, it provides
the ingrudion along with showing the demongration from the beginning.

http://cisne .baruch.cuny.eduw/holowczak/classes'2200/access/accessall.html

Fason Deve opment & Opportunities Center Page 7 of 13
Eonsoo Kim, Student Consultant 3/27/02



2. Another option would be get a reference book. Thefollowing book is comprehensiveto read
for the beginne. It will provide from designing, creaing, and using Access 97 da abases to merge
with other Microsoft Office goplicaions. Thisbook also containsthe informaion abou
generaingtimesaving reports.

- Access 97 Bibleby Cary N. Prague, Michael R1rwin

To explore and learn more advanced fea ures such as link the database to the web site, he can find
information from the following book.

- Web Database Development Step-by-Step by Jim Buyens

Produdng the stati gti cs using feedback
Thenew database can produce gaigics, which show the solid evidence of thevalue and

performance of the programsof the organization. Mr. Lewis has askedthe computer-training
instrucor to submit the atendee spreadshed eva'y month for each class. Indead of this, Mr.
Lewis can get the dudent database by accessng to theindrucor’s compuer. Thisway, Mr.
Lewis does not haveto rely on the ingrudor to submit the report. He can accessthe indrudor’s
computerto find ou the gaus of the class anytimehewants. For ingdance, he can find out how
many peopledrop ou the course by creaing a smple Query. Furthermore, Mr. Lewis can have
the secreary to call upthepeople who droppedthe course and conduct a survey on what made
them dop atending the compute training sesson. By havingthefeedback from the students who
quit, Mr. Lewis can get an insght of the computer program, and figure ou what needsto be
improved and changed. T ha way, the computer session can become more effective and
appealing to the gudents.

In addition, from the dudent database, the organization can find ou the correlaion between
getting a job andtaking the computer sesson. All the gudentsin the compu er-training program
are eithe resdentsof the housing orthe Section 8 tenants, which meansthey do not havetheir
own house. After the computer sesson, Mr. Lewis can have his secreay do feedback or ask
survey questions on whetherthey ga ajob or not. The answer for thesurvey questions can alo
be found by the database. Mr. Lewis or his secretary can chedk whether the sudent who
compleed the computer-training sessonis sill aresident of public housing. Mr. Lewiswill be
able to findthe correlaion between the computer training sesson with the sa us of their income
or housing. If thereisapositive correlaion,thecompuer training sesson can become more
active and attract people. Also, theorganizaion can achievetheir misson by helpingtheresdent
of public housing to become indegpendent andto purchasetheir privaehome. If aclient can get a
job, he/shewill increasethe chance of becoming more successful in the homeownership program.

Data Badkup

The daabase must be back up regularly to recover his data in the circumstances such as hardware
crush, power off, or natural disasters. Although the organizaion is networked through HACP, in
that all the filesare saved automatically, Mr. Lewis gill should back up hisown. A daafile
created with an goplicaion can be sored asafileon adisk. If hisfilehad aproblem andhad a
backup, hecould regoreit in minues. Backing up his data by himself will lead to greaer self-
aufficiency aswell. Mr. Lewis can use floppy disk for the current szeof daabase. Eventually he
would haveto use CD to dore daa asthe size of the database increases. Keeping back up in
different place can ensurethe safety even further. Thefollowing Webste shows how to store
gpecific itemsfor the Windows 98.

http://mww.techsoup.org/articlepage.cfm?Articlel d=229&topicid=1
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2. Alternative to Homegrown Database

To expand the capacity of the organization, Mr. Lewis needs moretimeto explorethe posshilities and
achievethem. Currently, heis caught up with many miscellaneous taskstha may not be directly relaed
tothemisson of theorganization. Smpletakslikereceiving a phone calls or dataentry can be done by
ancther person. Ingead of having a daff, he can use current technology to do thesame job. Tha way
Mr. Lewis can bemore focused on the mission by improvingthe programs in the organization.

Resources
Mr. Lewis can usethe following products, which will take care of taks from receiving phone callsto
getting saigical informaion. Currently,thefollowing products are widely used.

Gold Mine: http://www.frontrange.com/goldmine/am50 default.ap
Act! : http://www.act.com/home/def ault.php3
Lotus Notes, http://www.lotus.com/homenst/welcomenotes

Pros

Mr. Lewis can beontop of every phone calls, goplication, and emails. Thesoftware will generae records
of the complete higory of acliet’ sinteracion with theorganization. Therecordsinclude the cliet’s
complete information. T he software also generaesthevarious aisticsto review or forecas the
performance of the organizaion.

Cons

Therearetwo agedsto consider ascons. Firg, the software needsto be purchased and the cost ranges
from $170 to $250. Second, the organizaion needsto havethe cgpacity to cusomizethe software
product to adapt to itsneed.

However, some software manufacturers such as Lotus Notes have corpora e philanthropy progransto
give away database softwareto nonprofit organizations, either & no cost, or for a discounted codg.
http://mwww.compumentor.org/

Lotus (617) 577-8500

In addition, thefollowing Website hasthe mentor program to help an organizationto figure out which
software would be appropriae forthe organization.
http://www.compumentor.org/ment or/def ault.ht ml

To utilizethis software product & itsmaximum, it ispreferredtha the customer of the dat abase software
product isfamilia withthe building and developingthe dat abase from previous experience withthe
software. However, the above web stesfor software products have ademonsdtraion, which walks a
custome through how their oftware works. Even withou purchasingthe product, vistingtheweb site
and observing how software runswill help Mr. Lewis to think about how other ways he can use his
current detabase knowledge can be used with more sophigica ed software packages.

3. Creating a Web Page

A web Steisagrea tool to publicize and promotetheorganization. Through the web site, the
organizaion can put description of the programs, contad information, and address issues and campaign to
appeal to potential donors. In addition, the web can help the organization get funding through online
dondions.
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Suggedtion for thecontents

From the databasetha we have aeaed, Mr. Lewis can produce a Query on how many people have
participated and how many people compleedthe program. Thesaigicswill show the conarete evidence
of the organization’ sperformance. Thereport from the Query can betransferred into PDF >file or HTML
fileto put ontheweb ste. Any Microsoft Office document can be conveatedto PDFfile usng Adobe
Acroba 5.0 Software, which cog $249.

The case gory can be really powerful to makean audience underdand what the organizaion. T he
instrudor can teach aclient who compleedthe program andpurchasedthe privae house how to create a
web page. The clients canadso lern howto use adigital camerato pu their picturesof privae houses
and themselves on the web. T heir success story can beon the web page of theorganization. Fromthe
picture of their house andtheclients, an audience can relae how once resdentsof public housing
purchasedtheir own houses and how their life has been changed sincethey participaed in the program.
At the sametime, the peoplecan ga expeience in creaing a web page, which will increasetheir kills.
They can updatetheir resume as well.

Resources

Thehomepagefortheorganization can be creaed either by Mr. Lewis or hiring someone. If Mr. Lewis
wantsto areae aweb page, he can get a book such as HT ML ®for Dummies or get reference on the web
dte. Thefollowing Website provides freetutorial onthe web. It containslatsof examples and the
instruction assumes a user as beginner.

htt p://mww. w3schools.com/

FERVEnet iscurrettly helping organizations convet their daabase of volunteer opportunitiesat no cost
and highlight them on the web. T hey can also help nonprofits etablish a searchable database of those
opportunitieson their own Web ste.

Tel: (202) 296-2992
Email: mmccabe@ysa.org
URL: http://www.servene.org

If Mr. Lewis decidesto hire omeone it would be less expensiveto hirea student than a professional.
The following processis required to hire aCMU studernt.

« Email the company description, job description and qualifications sought, as well asthetargeted
student populationto Iblair@andrew.cmu.edu, who isthe rearuiting coordinator a the career
center. T he information will be submittedtothe appropria e department to be poged to electronic
student bulletin boards. He can get therespond directly from the gudent.

+ Set up eledronic job http://mww.arsdigita.com/doc/bboard postings on MonderT RACK.com

> Adobe® Portable Document Format (PDF)is auniversd file formet tha preserves dl the fonts, formatting,
graphics, and color of any source document, regardless of the gpplication and plaform used to create it. Adobe PDF
files are compact and can be shared, viewed, navigated, and printed exactly as intended by anyone with free Adobe
Acroba Reader software,

It isa programming language to create a document on the web.
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4. Creating a new environment for the computer training dass

Currently the compuer-training session offersthree courses such as Access database, Word Processing,
and Excel. To drive more people into the program and makingthe sesson more exciting and fun, the
sesson can offer additional courses likemultimedia. Raher than aclassroom environment, computer-
training sessons al can become amultimedia gudio. Thenew courses can include music, movie,
Photoshop or making apersonal web page. For instance, the compuer sessions can offer an dter school
program for kids andtheir parentsto create afamily web site usng multimedia tools. T his goproach will
increasethe number of students and make a gudent return because computer use was exciting to them.

5. Creating a Databasefor Client Club

Mr. Lewisis consdering about aeaing a club for hisclients who successfully completedthe
homeownership program and purchasedtheir own house. Mr. Lewis can use the daabaseto organizethe
list of members because hehasthe kills and knowledge to set up thisdatabase. Firg of al, Mr. Lewis
will be able to findout who has compleedthe homeownership program by creaing a Query from the
exiging database. Hecan make aphone call to the clients and get their new home addresses and phone
numbers. Mr. Lewis can aeae anew relaional table, which can be linked through the social security
number. Having regular medingswith the clients, Mr. Lewis can get feedback andpossibly get help
fromthem. He can akthemtowrite an atticle or their 2ory, which can directly go into the brochure or
an advertisament onthe local radio gaion when Mr. Lewis does outreach. Having a feedback from his
client who succeeds the program can provide valuable informaion that Mr. Lewis may not be aware of
otherwise. The feedback will certainly help theorganizationto realizeits mission.

Sayingin contad viathelnterng would give the membersof the club a reaon to becomemore
technically literste Mr. Lewis can use a bboard’ for online discussion andnatification of meetings.
Although many of his clients would not have a computer intheir home they can goto alibrary or
possbly may havelnterng accessa work. However, garting a program through which clients could
acquire an a-home computer and Internet account would really help. Mr. Lewis can aeae ancther
program intheorganizaion to link paticipaion inthe ‘ club’ with getting acompuer. He would haveto
find a corpora e sponsor for such aprogram. The referenceweb ste for creating a bboard isfollowing:
http://www.arsdi gita.com/doc/bboard

Though thiscould be a large projedt it may be avery worthwhile onefor Faison Development of
Opportunities Centerto pursue.

" Any dectronic bulletin board on the web site
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APPENDIX A
Organizational Chart

The Faison Development and Opportunities Center isthe pat of the Housing Authority of the City of
Pittsburgh (HACP). HACP provides affordable housngto the people who have alow income or who are
disabled. HACP also formspartnershipsthat provide opportunitiesfor resdentsto become self-
aufficient, and the Faison Developmett and Opportunities Center isregponsible forthisjob. The MIS
department supportsthe Faison Development and Opportunities for the technology management.

Housing Authority of the City
of Pittsburgh
(HACP)

Operaion
Department

Maintenance Res dent -Rel ati on

MIS
Department
P Department Departmert
Faison Development &
Opportunities Center
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APPENDIX B

Work Plan
How Taget | W4 | W5 | W6 | W7
. Who : Resource
Adtivity Owns ('V‘\’Igeglf) t('J:)e 0 |1 | | W
26 | 2 9 16
Mile Sone One: Discuss confidence
leved of Jack udng the databasefor
hispublichousing dients
1. And out if Jack has updated or Jack/ Existing
modified any deta indudingedding | £, o0 1 0.5 datebase
new records or fields
2. Find out if Jack is comfortable Jack/ Existing
using queries, reports & relaiond Eonsoo 2 15 datebase
teble by himsdf
Mile Sone Two: Creating queries,
reports, forms, rdational tables &
usingwith other application
1. Alan out how query can be used & Online
creating one Jack/ 1 1 tutorials &
Eonsoo bookson
Access
2. Credting aform & areport Onlire
Jack/ 1 1 tutorials &
Eonsoo bookson
Access
3. Discuss how reaiond table can be Onlire
used & cregting one Jack/ 1 1 tutorials &
Eonsoo bookson
Access
Mile Sone Three Testing the
database
1. Discuss any concerns or idess for Jack/ 1 0.5 Commurnic
the improvement Eonsoo ) ation
2. FAxing & goplying the new festures Jack/ Discussion/
if necessary Eonsoo ! ! L%fgr(egce
Mile Sone Four: Expanding
Capadities
1. Learn how to use Helpin Access & Jack/
how _to get reference from online Eonsoo 3 15
tutorids
2. Using with ather programs like Jack/ 1 1
Word or Excd Eonsoo
3. Creating a database for the students
in computer training program — Good Jack 3 3
Review
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