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Community Partner, Stephen Maclsaac

Situation Description

Organization

Hill House Association (HHA) isan non-profit organization located at 1835 Center Avenue, Pittsburgh,
PA 15219. Three buildings, in total, comprise al of HHA, with afourth being added to the organization in the
coming months. HHA’ slocation serves to be readily accessible by the majority of the area it services, the Hill
District. These services include programs focusing on counsdling, parenthood preparation, child care,
educational assistance, and public internet connectivity, amongst others. The Department of Education and
Support Services (DESS) is located in HHA’s main building, Hill House Center (HHC).

Since HHA is dedicated to the improvement of the Hill Digtrict, the city of Pittsburgh occasionaly
grants moneys and other resourcesto its cause, particularly the Y oung Mothers and Y oung Fathers programs.
Allegheny county aso contributes to HHA, focusing on senior services and programs. Further, independent
donations also help to keep HHA an accessible and important resource to the residents of the Hill District.
However, it is the United Way that provides the core funding for HHA. Particularly, the Early Child Care
Initiative of the United Way contributes to the child-care related services. The current total operating budget
of HHA is $4.3 million.

Technologically, HHA has a strong number of computers and peripherals located across the two main
buildings, HHC and the Kaufman Building. Most members of the DESS staff have their own computers used
primarily for word processing and other office-related applications. Two internet-connected computer clusters
can also be found in HHC.

Facilities

HHC, the two-story main building, houses administrative officesin which a mixture of staff, students,
and parents can always be found. Thefirst floor has a large lobby with couches and other comfortable chairs
to foster afriendly and inviting lounge atmosphere. A computer lab is aso found on this floor as well as a set
of vending machines for refreshment. The second floor of this building consists mainly of offices and meeting
rooms. It isprimarily on the second floor that administrative work is done with an open-door policy to further
foster a welcoming environment.

Programs

HHA provides myriad services tailored to the specific needs of clients within the Hill District. These
programs include The Hill House Child Care and Development Center, the Department of Education and
Support Services (DESS), the Kaufman Program Center Services, and Hill House Senior Services. DESS
includesthe Y oung Mothers Program, Y oung Fathers Program, Independent Living Program, and the GAPS
Initiative. The Kaufman Program Center Services entail the Hill Community Access Network (HillCAN), the
Hill Digtrict Consensus Group, the After School Program, Summer Camp, and the Arts Program. Each and
every one of these programs look to improve the quality of life in the Hill District.

HillCAN isan internet service provider for the residents of the Hill District. Basic internet connectivity
isoffered by Hill CAN through aten-modem 56k bpsmodem pool. There are presently over 400 email accounts,
but those capabilitiesare very limited because of the interface. Email is sent and retrieved through PINE, which
does not alow for an easy way to attach and extract email attachments. The PINE system not user-friendly and
clients of HillCAN are usualy confused when they try to use it. HillCAN access is limited to Hill District
residents. HHA staff do not have accessto HillCAN, especialy since it requires adia-up connection that most
of staff lacks. As aresult, most of the staff does not have email or internet access.
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Staff

The staff of HHA is numerous, ranging from counselors, clerical staff, administration, computer
technicians, and others. There are 45 part-time employees and 75 full-time employees in HHA. Each staff
member works under adepartment and looksto assist their fellow staff membersin accomplishing tasksrelevant
to HHA’s mission. As such, most staff members are provided with computers so that they might more
efficiently complete their tasks and stay organized. These computers are provided by a trickle-down effect
where older computers in the labs, upon replacement, are distributed amongst the staff for their use. New
computers are not acquired for the staff but are rather always for the labs so that HHA clients will be using the
best HHA has to offer.

On the administrative level, Stephen Maclsaac is the director of operations and Jm Henry is the
executive director of HHA. Mr. Maclsaacisin charge of DESS and, in Mr. Henry’ s absence, isacting director.
Mr. Maclsaac and Mr. Henry work closely on most administrative issues.

Technical Environment

HHA’s computer manifest consists entirely of PC-based machines. All machines utilize the Microsoft
Windows 95 or 98 operating system except for one Unix box located in the Kaufman Building, at the heart of
the HHA network, HillCAN. All the computers are loaded with either Microsoft Office 97 or Office 2000
versions of Word and Excel. The actual speed and specifications of the computers vary greatly from locations
within the building, from offices to labs to other buildings.

All computersare brand-name, coming from Compag, Hewlett-Packard, IBM, Packard Bell, and AST.
Intel Pentium 90MHz — 233MHz CPU’s are found in all of these machines. Hard drive size also varies from
500MB — 2.5GB. Standard quality video cards and other peripherals can be found in each computer and
Ethernet cards are present in most of them. M odemsranging from 9600bps— 33.6bps can also be found in most
machines to aid in internet connectivity. Printers are present at one per lab and in some offices. Thereisno
internet connection present in the HHC lab despite Hill CAN being located in the adjacent building. However,
thislab had been designed to be connected asa L AN. Currently, however, the lab machines are not connected
to one another. The remaining machines in HHC, including staff, do not have internet, nor intranet,
connectivity. Therewas aprevious attempt at connecting the offices with Ethernet cables, but this was never
completed and now thereisonly acloset full of a great number of RJ-45 cableswhich no one remembers how
to reconnect. Save for avery smal network located in a cluster of officesthat requirethe useof asingle printer,
there is no network present in all of HHC.

That is, computers cannot communicate with each other and send print jobs to specific printers.
Instead, files must be transported on floppy disks to computers that are connected to printers. These printer-
connected computers are located inafew officesthroughout the building, so work isinterrupted when someone
needsto use a document. Similarly, the cluster computers are not connected to one ancther, leaving only one
computer connected to a printer which requires users to stand in line in order to utilize it. Offices are not
connected at dl to theinternet savefor the America Online connection that Mr. Macl saac and Mr. Henry share.

Technology M anagement

All of thistechnology is managed by the directors of HHA inthat they authorize and verify computer
purchases and ingtalations as well as movements towards increased connectivity and efficiency. This
management, however, is from an administrative perspective and not atechnological one. The technological
management is left to the director of HillCAN, Richard LeGrande, whose technical expertise has provided a
meansto create, and maintain, aninternet serviceprovider (I1SP) for the Hill Digtrict. Dan Toller, head instructor
for HHA, isaso very computer literate and assistswith computer-related purchases, upgrades, and installations.
Both Mr. LeGrande and Mr. Toller are responsible for advising on problems as they arise and recommending
upgrades when they become necessary. Students from Carnegie Mellon University also help in these tasks by
working side-by-side with a staff member as a process consultant for the length of one semester (15 weeks) at
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atime. This semester, there are three consultants, each one working with either Mr. Henry, Mr. LeGrande, or
Mr. Maclsaac.

Problems and Opportunities

Through conferencing and from the Situation Description, Mr. Maclsaac and | have identified some
problems and opportunities available to the Hill House Association. On the highest level, there are two main
opportunities that can be taken advantage of, each with its own subset of problems and opportunities. These
opportunitiesaretheinter-departmental networking of the DESS staff aswell asthe networking of the computer
labs.

Providing Networking of the DESS Staff

The staff of HHA share many resources inorder to properly service the community. Included
in the shared resources is the technology of computers, printers, and faxing capabilities. However,
potentially productive timeis lost in the movement of data, via floppy disk, to computers connected
to output or communication peripherals. For afax to be sent, a staff member hasto first print thefile,
which requires floppy disk transportation, and then the printout will be faxed at a cost to the
department. Further, if files need to be shared, they must also be transported via floppy disk to the
computer where it can be read. Updatesto the shared files must be synchronized between computers
toensurethat the latest version isavailable to both parties. This further complicatesthe sharing process
and wastes potentialy productive time.

A solution to these problems is the networking of dl of the staff computers, most of which
already have Ethernet cards. Thiscan be accomplished through either a client-server LAN or apeer-to-
peer connection. Each of these two approaches has its advantages and disadvantages.

With a peer-to-peer connection, users can share their files directly from their computers. This
is one of the goas involved in the decision to network the staff, but one must also consider that the
resources of each computer would be taxed as a result of the direct connection to the others. For
example, one computer would have to be a printer server so that everyone on the network might have
printing capabilities. Further, another computer would need to be the email server, and yet another
would haveto bethefax server. Since the staff computers are cycled from the old lab computers, these
machines will never be up-to-date with technology. As a result, the productivity of each employee at
their server-workstation computer would decrease when other employees need to print, send email, or
fax from their workstations. Since the point of this network is to increase employee productivity, the
client-server LAN will be installed.

A client-server LAN would alow for users to continue to share their fileswhilenot having their
computers taxed by network-wide applications. I nstead of assigning different computers to run specific
servers, one server machine can run the printer, email, and fax servers concurrently. Since there will
beno employee using the server for daily purposes, the computer will be ableto provide these services
to the rest of the network that the staff will only benefit from, in terms of productivity. Further, the
opportunities that are be produced as a result of networking the staff via a client-server LAN make it
the best route to take.

The networking would be accomplished by either alocating one of the older, but faster,
computers or by purchasing a new computer specifically for the purpose of setting it up as a server.
The client computers can then be connected to their proprietary workgroup via existing cable
connections or by creating new cable pathways from the clientsto the server. Since HHA will undergo
renovations in a few months, it is advisable to have the renovation crew create new pathways which
would be easy to cable upon completion of the renovations.

Impact
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The networking of the HHA staff would increase productivity and minimize time
wasted on floppy disk saving and transportation since files can quickly and efficiently be
transferred to machines or be sent to a printer directly. Files can aso be shared on one
machine so that when many people need to access or modify the file, the location of the
newest copy can be found in one place. Maintenance of the network (and subsequent
opportunities) could be done by Mr. Maclsaac, Mr. LeGrande or any other quaified staff
member. There are other impacts to HHA that occur with the networking of the staff in that
there are further opportunities that can be gained from such action.

Inter-Saff Email

The need to communicate with one another is vita in any office environment. HHA
isno exception. Right now, hardcopies are required to send out memos, announcements, and
other formal communications, which might sometimes require multiple copies from a copy
machine.

A solution to this problem would be setting up an intranet mail server on the network
server sothat staff memberscan email each other with ease. Also, internet-capable email could
be setup so that communi cation with clients, potential donors, and other officialswould be up-
to-date and efficient. Given that HHA isits own internet service provider (ISP), connecting to
the internet for mail-only purposesis feasible.

Impact

With email, memos, announcements, and formal inquiries can be sent from
staff member to staff member without the need of hardcopy that can be otherwise
cumbersome and time-consuming. The ability to email would aso help case workers
to communicate with their students directly by emailing them to their HHA account
(see below, as this is dso an opportunity) in order to leave important messages or
announcements in a timely manner.

Feasibility

Oncethenetwork is setup, configuring a mail server would not betoo difficult
given that there are many freeware, shareware, and commercial software packages,
readily downloadable viatheinternet, that could be used to accomplish thistask. Once
set up, the mail server would be self-sustainable in the sense that as long as its settings
were not blindly altered, the mail server could, theoretically, continue working for an
infinite amount of time. Of course, rea-world considerations must be taken into
account, such as adding and deleting users, changing passwords, and setting
forwarding account.

These considerations, however, are easy enough to handle as Mr. Macl saac,
and other staff members, can be trained to perform administration tasks. Particularly,
Mr. Maclsaac is very interested in learning the inner-workings of the mail server,
which makestraining easier since hisinterest level isso high. Assuch, this opportunity
isvery feasible and containslittlerisk since al available mail server packagesinclude
help files and troubleshooting guides as well as provide technica support if deemed
necessary.

Networked PC Faxing

Faxing is very important in the business world, and every organization has the need
to communicate with distant locations by sending facsmilesto one another. At HHA, though,
there is no specific fax machine available for unlimited use by the staff, so when a staff
member hasto send afax, achargeisincurred to the department the staff member belongsto.
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To try to minimize the long-run cost of continuing in this fashion, it would be best to
setup a way, via the network, that would allow for PC faxing from any computer on the
network. This could be accomplished by equipping one (or more) computers with a fax
modem and setting up software that would allow for faxes to be periodicaly sent if there are
filesin a designated network-shared outbox.

Impact

Thistype of network-capable faxing would minimize the cost of faxing from
the HHA communal fax machine and would aso help to save thetimeneeded to print
out a document, run it over to the fax machine, and wait for it to be sent. Instead, a
staff member could just drop their fax-ready document in the designated outbox and
be assured that in at most 15 or 30 minutesthe fax will be sent. A faxing program that
could perform such an operation could also automatically delete thefileit just sent so
that on the next sweep it would not detect it and send the file again.

Feasibility

Once the network is setup, configuring a faxing program would not be too
difficult given that there are many freeware, shareware, and commercial software
packages, readily downloadable viathe internet, that could be used to accomplish this
task. Once set up, the faxing program would be sdlf-sustainable in the sense that as
long as its settings were not blindly altered, the faxing program could, theoretically,
continue working for an infinite amount of time. However, as with all computer
applications, problemsare bound to arise. Fax numbers can be misplaced, files can get
lost or damaged, or some faxes might be delivered to the wrong inboxes. At these
times, software maintenance must be administered by qualified individuals.

The technical management and maintenance personnel of HHA would be
responsible for performing such administrative tasks. Mr. Maclsaac, Mr. LeGrande,
and Mr. Toller would have to become familiar with the program on both the user and
adminigtrative levels. Given that their interest level in such an endeavor is very high,
training them with this program would be both effective and time-efficient. As such,
this opportunity is very feasible and contains little risk since al available faxing
program packages include help files and troubleshooting guides as well as provide
technical support if deemed necessary.

Authentification and Timekeeping

Once anetwork isin place, automation of many other tasks can take place with just
the right software involved. One of those tasks is the signing in and out of staff members for
the work day. Presently, staff members sign in at a designated spot and then sign out at the
end of the day. While Mr. Macl saac likes thefrequency of seeing his staff on their way to sign
in and out, the recording process then becomes tedious in the trandation from the clipboard-
and-paper.

A solutionto thisproblem would be one where staff members can authenticatetotheir
computersand atimekeeping serviceon the server could then take note of the their entry time.
At the end of the day, when the staff member logs out, the timekeeping software could stop
the time and export the applicable datato afile.

Impact

This action would not greatly impact the organization but is rather a small
opportunity for automation that could be taken advantage of. There are, however,
some factors to consider, but not major ones that would heavily impact the decision
to implement or abandon this opportunity.
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Oneof the most immediate results of automating timekeepingisthat staff will
no longer have to sign in near Mr. Maclsaac’s office. Sincethey can do it from their
computer, Mr. Macl saac would not seeevery member of his staff every morning and
afternoon. This, however, does not bother Mr. Maclsaac since he is down the hall
from most of his staff and can always visit them in their offices or cdl them to his
office, if necessary.

Another impact that this might have is the potential for employees cheating
ontheir workingtime. Thisisalso not a substantial concern for Mr. Macl saac because
he believes in the work ethic of his staff. Further, signing in to the timekeeping
software can be configured to require that an employee be in their office to complete
the sign-in process. Whether or not this opportunity istaken care of, staff needsto be
in the office building because they cannot do their work at home. As such, this
opportunity does not greatly impact DESS.

Feasibility

The feashility of implementing this automation would depend on finding the
appropriate software that would run on the network and record the data. Finding
software for any task isgenerally not a difficult undertaking, but the administration of
the software can be time-consuming. Since the impacts of this software is minimal,
Mr. Maclsaac and the rest of the staff are not very excited about this innovation.
They arewilling to learn the system, and even try it, but they would rather stay with
the current system that they have since the payoff of changing would be so small. As
such, this opportunity isnot very feasible and takes alow priority of al the potentia
changes for Mr. Macl saac.

Feasibility

The time to complete such an installation is available since, idedly, one would only
need to setup the server and the software, connect the wiresto the client computers, and then
begin mapping drives, sharing folders, and configuring other detail-oriented aspects of the
network. Given that no installation is problem free, the time-frame of doing such a network
installation might span approximately three to four weeks. However, these few weekswould
have to take place after the renovations to HHC are completed. Including thetime it takes for
renovating the building, the network instalation can be delayed approximately six months.
However, Mr. Maclsaac’s motivation in such an endeavor is very high and, as mentioned
before, hisdesireto get such a network installed, and subsequent opportunities, ensures avery
cooperative work environment. The resources for the network installation are available given
both departmental funds and already-owned computer parts such asal the client computers,
Ethernet cards, and cables. Further, the skill-leve required to perform this scale of installation
will be a challenge both for the consultant and the community partner, but given existing
knowledge of networks and hardware, the installation seems very plausible. Once the
consultation period has expired, however, maintenance of the network would be left to Mr.
Maclsaac and any other properly educated staff member. Given that there has aready been
an attempt at networking the computers, there islittle risk involved since the foundation for
such an endeavor has aready been established. However, since HHA will be going through
renovations that might require the disconnection of the network, Mr. Maclsaac decided that
it would be best to plant the foundation for this network and have it installed after HHC
renovations have been compl eted.
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Providing Networking to the Computer Labs

The users of HHA have many resources available to them. Included in these resources is the
technology of computers, printers, and other peripherals. While these resources are a great asset to the
community, full advantage of these computer capabilitiesisnot being realized since each computer is
independent of each other and therefore unable to share with the other computers (and users) in an
efficient manner. One of the main problems is the printing of documents which must be done by
transporting the file(s), via floppy disk, to the computer which hasthe printer installed and print from
there. Sometimesthereisaline for the printer, which causes usersto haveto stand in alineinstead of
just sending their print jobs to a printer and continuing to use the computers.

A solution to these problems is the networking of dl of the computersinthelab, most of which
aready have Ethernet cards. For the same reasons that the staff network would use a client-server
LAN, the computer labs would also benefit from the client-server implementation. As such, users of
the computers will be able to access the different servers running on the server machine, such as the
printer.

This would be accomplished by alocating one of the present computers for the purpose of
setting it up as a server. The client computers would then be connected to server via exigting cable
connections or by creating new cable pathways from the clients to the server. The room isset up with
computers on long tables, arranged in rows. As such, running wires under desks and carpeting would
suffice to connect all of the computers together. The server would also be configured to run the lab
machines as one workgroup, separate from the workgroup created on the staff network. These
workgroups can then be connected together to the most powerful of the servers and a building-wide
network can be created in HHC.

Impact

The networking of the HHA lab would increase the potential of the computers
provided. Thisisvital because the main ingredient to learning is interest, and if students are
interested in what these computers can do and how they do it, they will be motivated to learn
more about them. Using older methods of data-transferring (ie, floppy disk transport) makes
the computer labs unattractive to students, which is something that must be corrected.

Likethe networking of the staff, the networking of the lab would provide for files and
printers to be shared. This would be helpful for students who want to work on multimedia
projects with each other or who want to share their work with their friends. Also, students
wishing to print out papers or pictures will be able to do so without standing in line with a
floppy disk in hand. Further, by connecting the computer lab and the staff, it iseasier for staff
members to monitor progress and send their studentsfile, data, and other things of interest to
the student that would help foster interest in both computers and the programs at HHA.
Maintenance of the network (and subsequent opportunities) could be done by Mr. Macl saac,
Mr. LeGrande, Mr. Toller, or any other qualified staff member. There are other impacts to
HHA that occur with the networking of the staff in that there are further opportunities that can
be gained from such action.

Email Access

Users of the current computer lab have expressed interest in the ability to
communicate via email, like most of the population is doing. Right now those capabilities are
limited to the internet-connected lab consisting of four computers that resides in the adjacent
building. Thisisa problem because those computersare generally occupied and students have
to wait in line to be able to use them. Further, since the lab in HHC doubles as a classroom,
students will be encouraged to come before or after their classes to communicate via email.
During class, theinstructor aready walks the around the lab helping students, so thedistraction
of email during classis avery minor concern.
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A way to take advantage of thisopportunity would be to set up an intranet mail server
on the network server or using the one provided by the staff network. The former choice is
too complicated because then there would be two concurrent mail serversrunning onthesame
large network and it can get confusing. The latter, however, ismorefeasible if both networks
are connected as one, but if not, then the former could be done in much the same fashion as
for the staff network. Also, internet-capable email could be setup so that communi cationwould
be up-to-date and efficient. Given that HHA is its own internet service provider (ISP),
connecting to the internet for mail-only purposes is feasible.

Impact

Thiswould continueto foster interest invisiting the computer lab and learning
about how the system of e ectronic communication works. The ability to email would
also help students to communicate with their case workers directly by emailing them
to their HHA account in order to leave important messages or make appointmentsin
atimely manner.

Feasibility

Once the network issetup, configuringamail server would not be too difficult
given that there are many freeware, shareware, and commercial software packages,
readily downloadableviatheinternet, that could be used to accomplish thistask. Once
set up, the mail server would be self-sustainable inthe sensethat aslong as its settings
were not blindly altered, the mail server could, theoretically, continue working for an
infinite amount of time. Of course, real-world considerations must be taken into
account, such as adding and deleting users, changing passwords, and setting
forwarding account.

These considerations, however, are easy enough to handle as Mr. Macl saac,
and other staff members, can betrained to perform administration tasks (see Appendix
1. Mail Server Adminigtration Cheat Sheet). Particularly, Mr. Maclsaac is very
interested in learning the inner-workings of the mail server, which makes training
easier since hisinterest level isso high. As such, this opportunity is very feasible and
contains little risk since dl available mail server packages include help files and
troubleshooting guides as well as provide technical support if deemed necessary.

Authentification and Timekeeping

Once anetwork isin place, automation of many other tasks can take place with just
the right software involved. One of those tasks isthe signing in and out of students for the
duration of their visit. Presently, students sign in at a designated spot and then sign out at the
end of the day. While Mr. Maclsaac likes the frequency of seeing the students on their way
to sign in and out, the recording process then becomes tedious in the trandation from the
clipboard-and-paper.

A solution to this problem would be one where students can authenticate to their
computersand atimekeeping serviceon the server could then take note of the their entry time.
At the end of the day, when the student logs out, the timekeeping software could stop the time
and export the applicable data to afile.

Impact

This action would not greatly impact the organization but is rather a small
opportunity for automation that could be taken advantage of. There are, however,
some factors to consider, but not major ones that would heavily impact the decision
to implement or abandon this opportunity.
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Work Plan

One of themost immediateresults of automating timekeeping isthat students
will no longer have to sign in near Mr. Maclsaac’s office. Since they can do it from
their computer, Mr. Maclsaac would not see the students every timethey vist HHA.
This bothers Mr. Maclsaac since he likes to foster an open and friendly relationship
with each HHA student, and not seeing them everyday detracts from this.

Feasibility

The feasihility of implementing this automation would depend on finding the
appropriate software that would run on the network and record the data. Finding
software for any task isgeneraly not a difficult undertaking, but the administration of
the software can be time-consuming. Since the impacts of this software is minimal,
Mr. Maclsaac is not very excited about this innovation. He is willing to learn the
system and teach it to the students, but he would rather stay with the current system
that they have since the payoff of changing would be so small. As such, this
opportunity is not very feasible and takes the lowest priority of al the potential
changes for Mr. Maclsaac.

Feasibility

The time to complete such an installation is available since, ideally, one would only
need to setup the server and the software, connect the wiresto the client computers, and then
begin mapping drives, sharing folders, and configuring other detail-oriented aspects of the
network. Given that no ingtalation is problem free, the time-frame of doing such a network
installation might span approximately three to four weeks. However, these few weeks would
have to take place after the renovationsto HHC are completed. Including thetime it takes for
renovating the building, the network installation can be delayed approximately six months.
However, Mr. Maclsaac’s motivation in such an endeavor is very high and, as mentioned
before, hisdesireto get such a network installed, and subsequent opportunities, ensuresavery
cooperative work environment. The resources for the network installation are available given
both departmental funds and already-owned computer parts such as al the client computers,
Ethernet cards, and cables. Further, the skill-leve required to perform this scale of installation
will be a challenge both for the consultant and the community partner, but given existing
knowledge of networks and hardware, the installation seems very plausible. Once the
consultation period has expired, however, maintenance of the network would be |eft to Mr.
Maclsaac and any other properly educated staff member. Given that there has already been
an attempt at networking the computers, there is little risk involved since the foundation for
such an endeavor has aready been established. However, since HHA will be going through
renovations that might require the disconnection of the network, Mr. Maclsaac decided that
it would be best to plant the foundation for this network and have it installed after HHC
renovations have been compl eted.

After deciding on what the goals for the consultation period were, a work plan was drawn up which
would illustrate what work had already been done, would be done, by whom it would be done, and by when.
This work plan was very helpful in deciding what would be worked on each week and turned out to be an
accurate estimate of how long network preparation could realy take.

Below isthework planthat Mr. Maclsaac and | followed. Under the column labeled “Done By”, SM
represents Mr. Maclsaac, the community partner, and OZ represents me, the consultant. Darkened blocks
indicate the weeks in which the associated tasks were worked on.
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Task Name Done By |February March April

Assessing the Situation M, 0z

Determine current capabilities off Oz
computers, community partner, and
staff.

Develop short-term goals of setting ug SM, OZ
the network foundations by installing
the appropriate software.

Develop long-term goals of networking SM, OZ
both staff and labs together after
renovations have been completed.

Testing the Eventual Network on an Already{ SM, 0z
Exigent Smaller Network
Tegting the mail server, InetServer] SM, OZ
v3.1.1
Get mail server software fromthg OZ
internet
Install mail server on a computej OZ
that is aready on the small
network
Test mall server from otherl SM, OZ
computers using MS Outlool
Express by sending email to all
accounts

Tegtingthenetworkedfaxingcapabilities] SM, OZ

Symantec WinFax Pro
Get networked faxing software 0oz

Install networked faxing softward OZ
on computersin the lab
Test networked faxing software oy SM, OZ
thelab
Set Up Foundations for the Network That Will] SM, OZ
Be Installed After Renovations Arg
Completed
Assess the capabilities of al potentiall] SM, OZ
machines to be networked
Find a computer that will eventuallyy SM, OZ
betheserver and assignit assuch
Make sure potentially networked SM
computers have Ethernet cardg
installed in them
Prepare computers to be networked by SM, OZ
installing the appropriate software ang
configuring the appropriate settings
Clean the hard drives off SM, 0z
unnecessary files and programs
to make more room fon
installations
Upgrade existing Windows9y§ SM, OZ
computers to Windows98
Install mail server on servel SM,O0Z
machine
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Configure Outlook Express or] SM, OZ
client machinesto work with the
mail server by inputting the
appropriate | P addresses

Install networked faxing programory SM, OZ
server machine as a faxing
gateway

Configure networked faxing SM, Oz
program on server machine tg
accept faxes from approved
clients

Install networked faxingprogramory SM, OZ
client machines as faxing clientg

Configure networked faxing SM, OZ
program on client machinesto be
able to send and retrieve faxeq
from the faxing server

Outcomes and Recommendations

After weeks of working with Mr. Maclsaac, we have managed to make significant progress. This
progress is evident in the technological improvements that have become part of the everyday routine in the
office. More importantly, however, this progress can be seen in the potential that HHA is facing. The staff is
now a little more familiar with networking concepts, particularly email, and a great surge of interest in bringing
HHA up-to-date, technologically, ensures that technology is bound to find itsway into every relevant aspect of
the workday. HHA stands to benefit greatly from the product of this interest.

Providing Networking of the DESS Staff

The networking of the staff, particularly DESS staff, was the priority of this consultation
period. The network wasto alow a more efficient channel of inter-office communication and increase
productivity. However, seeing ashow there will be completerenovation to HHC and that dl operations
will moveto adifferent building, Mr. Maclsaac and | have decided that the best course of actionisto
perform al the necessary software preparations and train key staff (starting with Mr. Maclsaac) in
network administration. In essence, the most logicd route to take wasto lay a solid foundation for the
eventual integration of anetwork and then, after renovations were compl eted, hardwirethe department
together.

Outcomes

Evidence of a solid foundation for the future network in HHA is evident in that the
computers are being upgraded, in terms of software and hardware, in preparation for
connection into anetwork. All the staff computers have had Ethernet cardsinstalled in them,
and those with the capability for certain software (Windows98, email client, etc.) have had that
software installed in them. When the network isready to be installed, the computers will only
need to be plugged into the server and then rebooted to create the network.

Further evidenceof thisfoundation for anetwork isfound in the software that the computershave been
loaded with. Working side-by-side, Mr. Maclsaac and | set up an email server, email clients on the capable
computers, and afax program with network capabilities. Windows98 has been loaded on dl the computers that
can handle it and the appropriate folders and files have been shared. All the computers have been named and
assigned to the same workgroup to make sure that they are al readily accessible. Even though the network is
not presently in-place, the sharing status of these folders and files remains constant and, once connected to the
network, they will automatically be available to the appropriate staff members.
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Y et more evidence of apromising future network is the interest of the staff for the eventuality of a
network. Mr. Macl saac isvery passionate about implementing the network, and his staff isalso looking forward
to it. They are dl willing to learn how the software works and are eager to know exactly how the network
performstasks such as fileand print sharing. This willingness is evident during every consultation period when
any staff withinthevicinity of any givenweek’ sproject islooking on. The staff isaways asking questions about
how things are going to work and how that will make them more efficient. They are usually very pleased with
the answers and are excited about seeing these improvements through to completion.

The present level of progressisvery sustainable. The hardware aspects will continueworking (or have
the potential to work) given that no one mistakenly changes hardware settings or performs other actions that
produce problems such as halting of the computer or its peripherals. Mr. Macl saac, among others, however,
is qualified to diagnose and repair these problems. For example, when upgrading Windows95 computers to
Windows98, Mr. Maclsaac was able to hypothesize the capabilities of the computer to be upgraded and then
make a decision as to whether the operating system should be installed. For two particular ingtalations, the
computers halted and Mr. Maclsaac knew how to correct the problems encountered during the reboot phase
of the installation. Those two machines were successfully upgraded.

The software aspects of the current level of progress are similar, given that no one mistakenly changes
settings and the software is kept updated. Software updates can be done by downloading the most current
versionsfrom theinternet (see Resources under Recommendations below). The only progress that might suffer
isthe interest level of the staff members, especialy if the network takes along time to implement.

Recommendations

The most important recommendation to note is that the network should be
implemented as soon as the renovations to HHC are completed. That is, once the main
operations have moved back into HHC, the hardwiring of the computers should take place
very soon afterward. If done in such away, productivity would increase soon after moving
back into the renovated HHC, and HHA would be reinvigorated and perform its mission of
assisting and servicing the residents of the Hill District.

The networking in general could be made easier by requesting that all the offices be
connected with at least one RJ-45 Ethernet wire that would run into a central location where
the server would be stored. This would provide for the cabling to be done in a sustainable
manner that would make networking even easier, since all one would then have to do is plug
their computer into the wal plug. This simplifies the whole networking process and helps
minimize potentia problems that arise from confusion.

There are many resources to help HHA in its future networking plans. | am one of
those resources, sincel will be continuing my consultation with HHA into the next academic
year. This way, Mr. Maclsaac and | can oversee the completion of our initia goal of
networking the staff. Thisis very beneficial because | am aready very familiar with the way
HHA works, bothintermsof technology and interms of office environment. | am also familiar
with some of the staff and can keep teaching them about how the network works even after
it has been ingtalled.

Another important recommendation is that HHA begin to consider creating a
technology plan to rotate and update the computers as they are needed. This would help
ensure that the network stays functional with the changing demands of technology and
software. A good way to implement a very basic plan would be to keep an inventory of dl the
computers and then develop an out-of-date threshold. Once computers have passed this
threshold, thenthey need to be replaced. Since staff computers come from lab computers that
have been upgraded, this action serves a double purpose because the staff gets newer
computers to do their work on, and the labs get upgraded regularly as well, to better serve the
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studentsof HHA.. Of course, atechnology plan should be much moredetailed. There are many
resources to help HHA create an effective technology plan.

Resour ces
The following resources are some of the many websites available on the world wide
web for strategic technology planning.

http://www.nonprofits.org
This website is a very good resource for strategic technology planning in that its
resources give straightforward answers to common questions that directors of HHA might
have. This is done through the use of a large frequently asked questions (FAQ) section that
one can select keywords from and then be transported to the correct area.

The answers that this FAQ can provide can greatly hedp HHA answer all questions
they might have concerning technology planninginthat it providesamechanism through which
it can keep current on “best practice” use of technology that can be used in the technology
planning process for two to three year strategies. This website also givesinsight asto the cost-
effectiveness of certain implementations so that HHA develop an adequate budget that is not
overestimating too much on what might to be done. Further, this resource looks to the long
term and describes the long-term effects of implementing certai n aspects of technology into the
organization. All thisinformation providesfor the nonprofitsto involve individuasthat can be
both technology- and program-savvy to takeinto consideration the suggestions on thiswebsite
and then be responsible for reporting possible changes to the director or management team.

The following is a sample of topics and questions covered by the FAQ:
Choosing Accounting Software: Questions to ask

Software for client/donor tracking or mail merge?
Should | buy a software package or customize my own system?
What's involved in planning a computer system?

o summary: Key considerations when planning a computer system
Where can | learn about computers?

o summary: Overviews of the basics of a small computer system
Where can | purchase software at low cost?

How do | know when | should upgrade a computer?

http://www.genie.org

This website is aso a good resource for strategic technology planning in that
it dso has a lot of FAQ's. Specificaly, there is a FAQ dedicated to technology
planning for nonprofitsthat could be of great useto HHA when looking to develop a
strategic technology plan. This particular FAQ could be of great help to a non-
technically-oriented director (for example) because it first walks through what
information technology isand then dedicates the remainder of the FAQ to developing
atechnology plan.

Thisisawonderful resource because it also uses straightforward answersto
common questions which dlow for nonprofitsto efficiently, and correctly, develop a
plan ranging from 1 to 2 years up to 3 to 4 years (any more than that would be
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planning too far ahead considering the rate of technology expansion and invention).
The FAQ also gives mention of how to efficiently estimate a budget for the proposed
technology plan which is a great concern of an organization’s board and/or director.

Thebest part about thisFAQ, however, isthelast questionwhich ded ssolely
with resources for technology planning. These are other websites that have been
found to be of great use to nonprofits seeking to enter the 21% century utilizing
technology in order to more effectively, and efficiently, serve their mission.

The following is a sample from the FAQ detailing technology planning resources:

Online resources.
a. National Center for Technology Planning, www.nctp.com
b. The Evergreen Society, www.nonprofit-info.org
¢. Non profit technology: www.nonprofit-tech.org

Publications
a. The Art of Strategic Planning for Information Technology: Crafting
Strategy for the 90s, by Bernard H. Boar
b. Office Information Technology: A Decision-Maker's Guide to Systems
Planning and Implementation, by Randy J. Goldfield
c. Building Y our Own High-Tech Small Office, by Robert Richardson

http://www.nctp.com

Thisisanother useful website with agreat amount of resourcesavailableto anonprofit
organization such as HHA. This website is dedicated to technology planning and has many
articles and other sources of information to look at when developing a plan. Similar to the
above websites, this site looks to educate nonprofits so that they can effectively and correctly
create a working technology plan that will help serve the mission of the organization. This
education is done primarily through articles, but there is also a rich assortment of example
technology plans that can be used for reference. These examples are the actual plans from
other organizations such as HHA.

The following is a sample of the articles available:
Developing Effective Technology Plans
Author: John See, Technology Integration Specialist, MN Dept. of Education
Technology Planning: Recipe for Success
Authors: Larry S. Anderson & John F. Perry, Jr., NCTP
Making Dreams Come True!--How to Write A Technology Plan
Author: Larry S. Anderson, NCTP. Published in Multimedia Schools,
Nov95, pp. 14-19

http://prioris.dcr.state.nc.us/hottopi c/techplan/techplan.htm

This is a smal, but good, resource for technology planning because it provides
templates, worksheets, and examples for how atechnology plan should look. It’s not avery
in-depth website, but it does provide links to examples of technology plansaswdll as utilized
checklistsand other resources. For the most part, thisisuseful to state libraries, but with alittle
imagination and abstraction, HHA could adapt this information to their uses.

http://www.ties.k12.mn.us/techplan/index.html

Thissiteis Technology Planning Guide for Minnesota School Districtsand Libraries,
but it can also be used in a similar fashion to the one above. Thisis avery detailed and very
complete technology plan, detailing every possibleaspect of astrategic 2 to 3 year outlook. As
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a resource, this website provides a great example of how a technology plan should be
organized and presented. It is highly recommended that Mr. Maclsaac and Mr. Henry read
through this document when designing a technology plan.

Providing Networking to the Computer Labs

The networking of the computer labs was a secondary priority of thisconsultation period. The
network wasto alow a more efficient channel of communication between students and case workers
and also increase efficiency in education. However, seeing as how there will be complete renovation
to HHC and that al operations will moveto adifferent building, Mr. Maclsaac and | have decided that
the best course of action for this plan would be to aso perform al the necessary software preparations
andtrainkey staff (starting with Mr. Maclsaac) in network administration. Again, the most logica route
to take was to lay a solid foundation for the eventual integration of a network and then, after
renovations were completed, hardwire the department together.

Outcomes

Evidence of a solid foundation for the future network in HHA is evident in that the
computers are being upgraded, in terms of software and hardware, in preparation for
connection into anetwork. Mr. Macl saac has overseen the ad-hoc wiring of the computer labs
to test their network connectivity. The wiring was not done in a permanent manner sincethe
building will be renovated. When the network isready to beinstalled, however, the computers
will only need to be interconnected to create the network.

Further evidenceof thisfoundation for a network isfound in the software that the computershave been
loaded with. Working with Carnegie Mellon student Rob Fetterman, Mr. Macl saac and Mr. Toller used standard
Ethernet wire to connect the computersinthelab to a server machine that utilized an eight-port RJ45 hub. Mr.
Maclsaac and | then set up an email server, email clients on the capable computers, and a fax program with
network capabilities. Windows98 has been loaded on all the computers that can handle it and the appropriate
folders and files have been shared. All the computers have been named and assigned to the same workgroup
to make sure that they are dl readily accessible. Even though the network is not presently in-place, the sharing
status of these folders and files remains constant and, once connected to the network, they will automatically
be available to the appropriate staff members.

The present leved of progressisvery sustainable. The hardware aspects will continue working (or have
the potential to work) given that no one mistakenly changes hardware settings or performs other actions that
cause problems such as halting of the computer or its peripherals. Mr. Maclsaac and Mr. Toller, among others,
however, are qualified to diagnose and repair these problems. They took the responsibility of ingtdling the lab
network and it has been working flawlesdy since.

The software aspects of the current level of progress are similar, given that no one mistakenly changes
settings and the software is kept updated. Software updates can be done by downloading the most current
versions from the internet. For installations, Mr. Maclsaac and Mr. Toller keep a close watch on what is
installed on the computers and also work to make sure that the software does not produce any problems for
both instructors and students. They decide what software should beinstalled and then work to have al the lab
computers loaded with the software as soon as possible.

Recommendations

The most important recommendation is that the network should be implemented as
soon as the renovations to HHC are completed. That is, soon after the main operations have
moved back into HHC, the hardwiring of the computers in the lab should take place. This
would help bring the instruction in the labs back to the levd it was at before renovations took
place and might also attract new students who are curious about the new HHA. Since the goa
of HHA isto assist and service the community of the Hill District, any increase in membership
is an increase in the importance and effectiveness of HHA.
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The networking of the computers after the renovation should be done in much the
same way they are networked now. Currently, the Ethernet cables run along the bottoms of
the tables and into awall track that leads to the server. If thiswall track were to be put back
up, the lab could be rewired in the same fashion that it is now, thereby cutting down on the
cost of running cables behind the walls and ingtalling RJ-45 wall jacks at the ends of each row
of computers. Through the lab’s amost flawless operation, it has been demonstrated that the
configuration works very well and does not need to be replaced or seriously reconfigured.
Minor reconfigurations, such as adding more computers to the network, would be beneficia
to the lab’ s purpose of education.

There are many resources to help HHA in its future networking plans. | am one of
those resources, sincel will be continuing my consultation with HHA into the next academic
year. This way, Mr. Maclsaac and | can oversee the completion of our initial goal of
networking the staff and the labs together. Thisis very beneficial because | am aready very
familiar with the way HHA works, both in terms of technology and in terms of office
environment.

Resour ces
There are many good websitesthat are of great use to the implementation of the HHA
networks.

http://www.escape.ca/~avtronic/inetserv/

This is the homepage of the email server Mr. Maclsaac and | installed, InetServer
v3.1.1. This website is updated with newer versions of the freeware mail server and also
provides documentation.

http://windowsupdate.mi crosoft.com/

Thiswebsite automatically checks the version of Microsoft Windows that the user is
running and periodically offers updates for download. Thiswebsite should be checked at least
twice a month to keep the computers up-to-date.

http://officeupdate.microsoft.com/

This website automatically checks the version of Microsoft Office that the user is
running and periodically offers updates for download. This website should aso be checked at
least twice a month to keep the computers up-to-date.

http://www.softseek.com/

Thisis an archive and search engine for shareware or freeware. It is very useful for
finding low-cost or free software for many different tasks. This should be one of the first
places to look when the need for new software arises.

http://www.winfiles.com/

This is dlso a software search engine and archive, but all the programs in it are
designed specificaly for Microsoft Windows. When a program cannot be found at SoftSeek,
this website will have it.

http://www.google.com/

This is a search for everything imaginable. It combines approximately 100 search
engines and usually returns very relevant and useful links. When searching on the web for
anything other than software, | recommend starting here.
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There are aso many available books that would be very useful to HHA when
completing the network ingtalation. The following, I've found, are very helpful and have

received top reviewsfrom many websites. Both arealso very affordableand are available from
any online-book retailer.

Troubleshooting, Maintaining & Repairing PCs, Millennium Edition
by Stephen J. Bigelow
ISBN: 0072122234

Internet Book, The: Everything You Need to Know About Computer Networ king and
How the Internet Works
by Douglas E. Comer

ISBN: 0138901619
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