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Office Aucomation Requiremencs Analysls, Systenm
Design, and Svstem Implenwentation Services

Dear Mr. Rhodes-:

Booz, Allen and Hamilton is pleased to submit the final
draft Policies and Procedures Manual for the office automation
system in the Buieau for Africa, in accordance with the above
work order. This document represents the initial set of poli-
cies and procedures for system administration and implenenta-
tion for AFR. ‘'The Manual reflects the comments received from
SER/DM and AFR staff on the draft version.

This Manual includes the following informati r:

. Chapter 1, Introduction, provides the objectives of
the system and the purpose of the Manual

. Chapter II, Equipment Description, includes an over-
view of the configuratiorn, component location, fea-
tures, and internal organizastion of the Wang equipment

. Chapter III, System Management Staff, presents the
roles and responsibilities of the Syeten Manager,
Assistant System Manager, Lead Operators and the
System Advisory Committee.

. Chapter IV, Policies &nd Procedures, presents the
guidelines for staff use of the office automation
equipnment.

Several appendices are also provided, each having additional
information for user reference.



Mr. Linwood A. Rhodes
July 16, 1982
Page 2

We wish to express our appreciation for the cooperation and
assistance of the AFR staff who contributed in the development
of this Manual.

Very truly yours,
- ’ e P

4 7 ; e —
RV TP S -
Michael M. Lent BOOZ-ALLEN & HAMILTON Inc,
Managing Associate

Attachment

. Christian
. M. Smith
. Mchonald
. Cauvin

cc:

. LQQ
. Ricks
. Bierke

C
L
S
G
m
J
J
M. Ketch



CHAPTER

II.

III.

Iv.

TAEBLE OF CONTENTS

INTRODUCTION

EQUIPMENT DESCRIPTION

1.
2.
3.
4.

Equipment Configuration
Equipment Location

Equipment Peatures

Internal Drgenization of the
Wang 5 and OIS 140

SYSTEM MANAGEMENT STAFR®

PSR OV O o
.« =

System Manager

Assistant System Manager
Lead Operator

System rdviscry Committee

FOLICIES AND PROCEDURES

> s

(o3 BE e LS ISPV S I o

9.
10.
11.
12.
13.
14.
15.
16.
17.
18.

folicy Feormulation

Training

Hours of Operation

Use of Work Stations

Assignment of Libraries

Assignment of Passwords

rproduction of LOU/Classified Documents
Technical/Equipment Mainterance Support
Supply Acquisition/Maintenance
Utilization Statistics

Document Creation

Use of Document ID Numbers

Document Back-up

Document Retention/Deletion
Maintenance of Glossaries

File Creation

File ketention/Deletion

File Back=-up

Page

Number

I-1

II-1

II-1
II-2
ITI-2

II-3

Iv-1

Iv-1
1v-2
IV=4
Iv-5
IvV-5
Iv-6
IV-6
IV=-7
Iv-8
Iv-9
Iv-9
Iv-10
iv-1l1l
Iv-12
Iv-14
Iv-1%
Iv-15
IV-16



APPENDIX
AFPENDIX
APPENDIX
APPENDIX
APPENDIX
APPENDIX
APPENDIX

APPENDIX

Tz o = 3o

Office Automation
Glossary of Terms
Document Revision
Bureau for Africa
Bureau for Africa

Bureau for Africa

in the Bureau for Africa

Guidelines
System Management Staff
Library Assignments

Gleassaries

List Processing File Creation Guidelines

Care of Diskettes

ii



I NDEX 0

Office Designations for AFR Bureau Equipnent

Configuraton

F

EXHIBITS

Bureau for Africa Eguipment Location

Internal Organizatic: of the Wang OIS 140

Office Automation System Management

FEeporting Structure
Daily Operation Log

Document Summary Menu

iii

Following
Page
I1-1
I11-2

II-5

ITI-5
Iv-9

Iv-10



I. INTRODUCTION

The office automation system in the Bureau for Africa
(AFR) wag installed to increase the effectiveness of AFR's
work processes, tu enhance the quality of its work prod-
ucts, and to reduce processing time. To help accomplish
these objectives, the Cffice of Data Management (M/SER/DM)
contracted with Beooz, Allen & Hamilton Inc. to develop an
orffice automation system design. The system design docu-~
ment, accepted by AFR management on May 28, 1982, included
recommendations on:

. Equipment and applications
. Systen management zoles and responsibilities
. Systenm usage policies and procedures.

The purpeses of this manual are to describe the in-
stalled office automation system and to establish an
initial set of policies and procedures for individuals who
originate documents (i.e., non-operators) for system pro-
cessing as well as individuals whe access the system daily
or weekly for document production (i.e., operators), These
initial policies and procedures were developed by AFR
staff with Booz, Allen collaboration and were approved by
AFR senior management,

The contents of this manual include:

. Chapter II, Equipment Description, presents an
overview of the configuration, component loca-
tion, features, and internal organization of the
Wang eguipment.

. Chapter III, System Management Staff, presents
tnhe roles and responsibilities of the System Man-
ager, Assistant System Manager, Lead Operators
and System Advisory Committee,

. Chapter IV, Policies and Procedures, presents
guidelines for staff use of the office automation
eguipmernt.

. Appendix A, Office Automation in The Bureau for
Africa, provides an overview of the Agency's and
AFR'S use of office automation equipment.

. Appendix B, Glossary of Terms, lists and defines
frequently used office automation terms.




. Appendix C, Document Revision Cuidelines, pre-
sents general instructions and lists the most
frequently used symbols for marking revisions to
a textual document.

. Appendix D, Bureau for Africa System Management
Staff, lists the key stafl with daily office
automation responsibilities.

. Appendix B, Bureau for Africa Libr LALY Assign~
ments, lists the Wang libraries assigned to each
AFR office.

. aAppendix P, 3Bureau for Africa Glossaries, lists

the glos >erze% developed and maintained by AFR
staff and includes instructions for using thne
glossaries.

. Appendix G. List Processing File Creation Guide-
lines, is a guide to creating a list processing
file.

. Appendix H, Care of Diskettes, is a guide speci~

fying diskatte handling instructions,
The manual is intended to provide AFR staff with the basic

information regquired to administer and use the installed
office automation system effectively.
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II. EQUIPHMENT DESCRIPTION

An understanding of the installed office automation
equipment and its structure provides the basis for users
to understand and identify its capabilities and uses for
daily AFR work activities. Thisg chapter describes the AFR
office automation equipment including the configuration,
location, features, and internal organization of the Wang
S and OIS 1l40.

1.  FEQUIPMENT CONFYGURATION

AFR's office automation aquipment configuration was
designed specifically for AFR's operating environment,
existing document procedures, and volume and tvpe of
documents processed. The configuration (Exhibit II-1) is
composed of & shared~logic system plus two standalone
Wang 5s. A shered-legic system (s one having & central
pProcessing unit (CPU) interconnectsd via cables to work
stations and printers at different locations., This type
of system links all attached work stations and printers
into an internal communications network., The standalone
Wwang 5s are independent units, Information is sharad
between Wang 5s and between the shared~logic system and
Wlang 5s by use of a removable storage medium, a diskette.
The combination of the shared-logic system, a Wang OIS
140, 2nd the standalone Wang 5s provides AFR with the
capability to process a large volume and variety of
documents.

The hardware configuration of the AFR Wang 0I5 140
(Model 1) includes the following equipment:

. A CPU with a 26.8 million character disk (approx-
imately 10,000 pages) for on-ling storage of
software and information (documents and files).
It also has a diskette drive for off-line storage
and retrieval of information via diskettes,

. Ten work stations, each having an 80-character
wide by 24-line CRT (cathrode ray tube), a
Tv-like display screen, and a stzndard typewriter
keyboard with special function keys.

. Eight archival work stations, each having an

80~-character wide by 24 line CRT, a standard
typewriter keyboard with special function keys
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and a single diskette drive for cff-line storage
and retrieval of information through the use of
diskettes.

. Twelve daisy printers which produce documents
using interchangeable print wheels and
bidirectional printing.

The daisy printers can accept paper by three methods:

. The manual insertion of individual sheets of paper

. The automatic feeding of continuous form paper

. The automatic insertion of single sheets of paper
through the attachment of a Wang Twin Sheet
Feeder,.

Each of the two standalone Wang 5s has a CRT, a dual
diskette drive *or on-line and cff-line storagye and
retrieval of information, and one daisv printer.

This configuration provides access to the equipment by
all AFR offices and divisions and is shared AFR-wide. - No
cffice or group has exclugiva use of anv particular piece
of equipment.

2. EQUIPMENT LOCATION

Exhibit II-2, following this page, displays the spe-
cific location of each piece of equipment installed in
AFR. The system's configuration is expandable, and, as
the need arises, more equipment may be added to meet of-
fice needs.

3. EQUIPMENT FEATURES

The Wang OIS 140 and Wang 5s form a powerful word
processing system that provide the users with an effi-
cient, time-saving method of preducing documents and main-
taining records of information. Specific software fea-
tures of particular interest to AFR personnel are:

(1) Powerful Editing

The editing feature allows the insertion or dele-
tion of characters, words, lines, paragraphs, or en-
tire sections of text quickly and easily. The ability
to search for repeated occurences of a character se-
quence and automatically replace those characters is
provided through global search and replace. Time-~
consuming retyping because of major or minor changes
can be reduced. Appendix C to this manual contains

I1-3



EXHIBIT II-2

Bureau for Africa
Location of Equipment

Location Room ' Equipment

CPU Room 2639 l Work station
l Printer

AFR/SWA 3491 1l Work station
: l Printer

AFR/SA 3486 1l Work station
l Printer

AAA/PMR 2744 1l Work station
l Printer*

DR/ARD 2941 1l Work station
1 Printer*

DR/CCWPP 2723 1 Work station
. 1l Printer

AAA/DR 2491 1l Work station
l Printer

DR/SWAP 2733A 1l Work station

*Twin Sheet Feeder Attachment

Note: This exhibit will be reissued when the additional
on-order equipment is installed.



guidelines for revising a document. The use of these
guidelines helps to clarify the originator's intent
for the operator,

(2) Glossary

Glossary allows commoily used words, phrases,
standard paragraphs, or instructions to be stored on
the system disk or diskette for later recall and
insertion into a document with only two keystrokes.
The use of glossaries can reduce document preparation
time and ensure conformity to established document
specifications,

(3) System Security (limited access)

System Security is the name of the Wang feature
designed to help protect information reguiring limited
access. Password-protection can be given to a docu-
ment, a group of documents, or a file to help control
unauthorized access.

(4) Mathematic Support

Mathematic Support enables operators to perform
common mathematical functions (addition, subtraction,
multiplication, or division) on numbers that are part
of any word processing document without the use of an
external calculator. Once the functions are per-
formed, the solution is inserted into the document, if
requested by the operator. By eliminating time-
consuming, manual rechecking of calculations, oper-
ators can become more efficient and productive.

(5) Document Merge

This feature allows an operator to merge a pri-
mary document of standard information and a secondary
document of variable information into a third document
which can be viewed on the screen for possible revi-
siong or stored as a separate document. For example,
a form letter can be merged with a specific name,
address, and other variable information to produce a
tailored output document.

(6) Decision Processing

Decision Processing is an extension of Wang glos-
sary which facilitates text manipulation by allowing
operators to test for user-specified conditions and
then instruct the system to proceed based upon the
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results of those tests. For example, a glossary may
contain instructions which ask the operator if the end
of the page has been reached. Depending on the oper-
ator's response, the system may present the next pre-
constructed page for keying or allow the operator to
continue typing on the same page. This feature eiimi-
nates repetitive text-editing steps and enables oper-
atores to precenstruct forms and other business docu-
ments that can be used in uther instances, regardless
of variables entered by the operator. It is available
only on the 0IS 140.

(7) Automatic Paragraph Numbering/Table of Contents
Generator

This feature automatically numbers paragraphs and
chapters in a documen* and creates the table of con-
tents for a word processing document. It is available
oaly on the OIS 140.

(8) Calculator

Calculator allows the user to perform-mathemat-
ical calculations. The numbers used to calculate are
not part of a word processing document. They are
typed into the advanced function menu only tc be used
in performing the desired calculations. The results
can be saved by creating a word processing document to
contain them. It is available only on the OIS 140,

(9) Mailbox

Mailbox, available on the 0IS 140 only, allows
messages to be transmitted between work stations.

(10) List Proccessing

List Processing allows operators to create and
maintain records of user-defined information. These
records, together, form a file and can be retrieved
and printed in user-specified criteria. This feature
is available on the OIS 140 only.

(1l) Index Generator

Index Generator, available on the OIS 140 only,
creates the index for a document from a list of user
specified keywords.



(12) Sort

Sort provides the ability to sequence data
according to a user-specified key field of a file.
Sequencing can be done either alphabetically or numer-
ically, in ascending or descending order.

(13) Document Sort

Document Sort provides users with the capability
to arrange lists of information into ascending and
descending crder. Nocument Sort differs from the Sort
feature in two ways. First, multiple pages of a
single document can be sorted and second, several
documents (up to 120) can be combined and sorted to
produce one final document. This feature is only
available on the 0IS 140.

Applying these features in various combinations will
enhance AFR document preparation and information handling
processes.

4. INTERNAL ORGANIZATION OF TEE WANG 5 AND QIS 140

A combination of the hardware and software support the
internal organization of both the Wang 5 and the 0IS 140.
The hardware and software permit operators to designate
and organize information for subsequent retrieval and
usage. The hardware and software tools inc¢lude:

. System Disk

. Archive Diskettes

. Libraries and Document ID Numbers
. File Names.

A description of each tool and its major uses are pre-
sented in the following sections. Exhibit II-3 presents a
pictorial representation of the internal organization of
the OIS 140.

{l) System Disk

The system disk on the 0iS 140 is the on-line
storage medium available for interactive processing by
the CPU. The system disk can contain up to 26.8 mil-
lion characters (or approximately 10,000 pages) of
user-created information and Wang software. Under
normal conditions, when the CPU is "powered up", all
documents and files created and/or revised by users at
CPU-connected work stations are automatically written

II1-5
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EXHIBIT II-3

INTERNAL ORGANIZATION OF THE WANG OIS 140

Wang OIS 140

System Disk

l Wi ng Operating
System Software

Wang Application
Feature Software

Document ;
ID Numbers

52 Alphabetic Libraries L Glossary
a -~z A -2 Libiary

¥ v b
0001a>0001z  00G1A-> 001 0uoy
0002a>0002z oooz»Tooms: g2
9999a33999z  SY9IA-D 99U 9999

Information Filed and/or Copicil
Onto Diskettes

. — — —— e — —— —

List !

Processiag
Fileu

\

File Hoan o



and stored on the disk and accessible ro all users
unless password-protected. 'Therefore, all information
created and stored on the disk is centrally located in
the Wang OIS 140 until deleted or filed onto archive
diskettes.

On the Wang 5 a nonremovable system diskette
performs the same function as the system disk con-
tained within the OIS 140. This system diskette con-
tains up to approximat=sly 80 pages of documents and
the software. During processing of information, the
system diskette stores all documents created and/or
revised by operators at the work station.

(2) Archive Diskettes

An archive diskette is a magnetic storage medium
resembling an eight=~inch 45 rpm record used for off-
line storage of information. One diskette can contain
up to approximately 120 doubled-spaced pages of infor-
mation. Off-line storage of information serves two
useful purposes:

. To contain back-up copies of information to
prevent total information loss from equip-
ment malfunction

. To provide additional storage space off the
system disk (or diskette) for information
not freguently used.

Back-up diskettes which contain duplicate and
identical information to that residing on the system
disk preserve information when equipment malfunction/
failure or disk damage occur. When a document or file
cannot be recovered on the system disk after an unfor-
seen system malfunction, the back-up, or "copied,"
information on the diskette can be rewritten onto the
system disk for further usage via the Wang archival
feature.

Diskettes serve also to free occupied system disk
space for use by other documents and files. Informa-
tion not frequently used on the system disk can be
removed from the system disk and transferred, or
"filed," onto diskettes. By freeing system disk
space, the overall system response time at each work
station and printer can decrease and efficient utili-
zation of disk space can be maintained. Once the
document or file is filed onto diskettes. i1t remains
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in electreonic form for later retrieval and use via the
Wang archival feature. (Refer to Chapter IV, Policies
and Procedures, for document maintenance guidelines
and Appendix H for diskette care instructions.)

The use of archive diskettes is the same for both
the Wang 5s and the OIS 140. However, due to the
limited on-line storage space of the Wang 5, infor-
mation is usually filed off the system diskette each
time processing is completed.

(3) Libraries and Document ID Humbers

Libraries and document ID numbers are two Wang
tools which aid users to organize and catalog docu-
ments created on the Wang OIS system disk. There are
53 libraries, each assigned an identifying alphabet,
a~-z and A-Z, and the glossary library, assigned a
space instezad of a lett=r. When a document is being
created, the operator designates which library the
document is to be assigned. The Wang then generates a
unique four~digit identification number followed by
the user-~sslected library letter forming the document
ID number (e.g., 0010A for a document created in
library A or 0010_ for a glossary document). Each
document ID number 15 unigue and is the user's access
number to storing and retrieving the document from the
system disk and archive diskette.

On the Wang 5s, only two libraries are avail~
able, one for the storage of text and one for the
storage of glossaries. As on the OIS 140, the system
generates a unique document identification number
using the same format described above.

(4) File Names

File names are used to identify a file created in
Wang List Processing, an OIS feature. A file name
contains eight characters of which any or each
character can be alphabetic, numeric, or a punctuation
key. Wang's operations keys, such as copy, delete,
move, cannot be used as part of the file rame. Waen
creating a file, each file name on the Wang OIS should
be unique. It ‘s advisable to use the file name in
describing the file's contents, e.g., MISSION
represents a file of all inventory at USAID Missions.
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III. SYSTEM MANAGEMENT STAFF

A clear, effective management structure is a necessary
condition for system success. This is especially true
when installed equipment is distributed throughout differ-
ent offices and shared by all staft members. AFR manage-
ment has assigned overall responsibility for administering
the office automation system to the Office of Program Man-
agement Fesources (PMR). 7The establishment of the central
management staff in AFR/PMR greatly enhances the Bureau's
ability to maximize the use and benefits of the system,
Four staff roles have been developed and asesigned to in-
dividuals who will manage and ensure proper utilization of
the Wang 5s and 0IS 140. These are the System Manager
(SM), the Assistant Systen Manager (ASM), Lead Operators
{LO) and a System Advisory Committee. This chapter pre-
sents an overview of the roles and the key responsibili-
ties of the system management staff.

The System Manager and Assistant System Manager have
overall responsibility for recommending policies to AFR
managment and implementing policies throughout the Bureau
after management approval, for coordinating in-house
training activities and system usage, and for serving as a
central contact point for advice, technical and main-
tenance support of the system. Lead Operators assigned to
each organizational unit assist in coordinating work at
their individual offices and in training staff in the use
and capabilities of the equipment. The System Advisory
Committee provides local office user comment and input as
well as supplemental technical expertise to AFR system
management .

l. SYSTEM MANAGER

The System Manager is responsible for the day-to-day
operation of tiie centrally controlled elements of the sSys-
tem. The following lists the main duties performed by the
SM:

. Identify, develop and distribute operational pro=-

cedures under the technical guidance of M/SER/DM
. Revise (as necessary) the operational procedures
. Advise AFR senior management of the status of

office automation operations and the need for any
corrective action.
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Develop training strategy
Monitor and assess training activities

Maintain knowledge of system operations and docu-
ment applications

Serve as the primary in-house expert on AFR use
of the system

Provide guidance to other AFR staff members on
technical and procedural issues

Distribute technical and procedural information
throughout AFR

Resolve conflicts when no work stations are
available

Maintain equipment utilization statistics as re-
quired by M/SER/DM (e.g., operation logs) that
identify amount of time equipment is in use and
the amount of output produced

Maintain inventory of installed equipment
Participate in a group composed of office automa-

tion users, sponsored by M/SER/DM, to identify
operational problems and solutions

Receive M/SER/DM bulletins

Send copies of AFR-developed glossaries to
M/SER/DM

Participate with M/SER/DM in operational reviews
and post-implementation evaluations, as
appropriate

Serve as advisor on equipment configuration
modifications

Critique new features and equipment as they be-
come available

Help justify equipment changes

Define and revise (as necessary) the system
back-up policy

Determine and revise assignment of libraries

III-2



. Review and approve glossaries for consistency
with AID regulations

. Establish, implement, and monitor the password
system
. Seek the advice of the System Advisory Committee

on technical and administrative subjects relating
to the systenm.

2. ASSISTANT SYSTEM MANAGER

The Assistant System Manager serves as a back~-up to
the System Manager. As such, the position is responsible
for the duties presented above, as well as for the spe-
cific duties listed below:

. Maintain knowledge of equipment operations and
document applications

. Serve as the in-house technical expert on the
equipment operations of the system

. Provide guidance to equipment operators on
technical and procedural issues.

. Schedule training and provide staff orientation

. Create and update the library assignments on the
volumes of the system disk

. Monitor the space utilization of the system disk

. Notify operators to remove documents from the
system disk if space utilization is too high

. Bring Wang OIS up and take it down as needed

. Serve as an advisor to operators when equipment
malfunctions '

. Place requests for service or technical support

calls as necessary

. Maintain records of equipment problems, amount of
downtime, responsiveness of service calls, and
Wang service receipts

. Monitor system downtime and coordinate the award-
ing of downtime credits with M/SER/DM

III-3



. Maintain adequate levels of expendable supplies
. Order supplies as necessary
. Determine work stations not "in use" on request.

3. . LEAD OPERATOR

Lead Operators are assigned to each organizaional unit
(i.e., offices, divisions and branches) in AFR. These
individuals serve as a central point of coordination for
the unit and work closely with the System and Assistant
System Managers. The principal duties of all Lead
Operators are to:

. Serve as the local expert on unit-specific system
applications and procedures

. Provide a central point of cocordination within
each unit

. Orient unit staff to appropriate use of the

equipment capabilities

. Recommend revisions to existing operational pro-
cedures to the System Manager

. Determine equipment malfunctions

. Contact Assistant System Manager to secure ser-
vice or technical support

. Maintain knowledge of document applications and
equipment operations

. Oversee archiving of information.

Lead Operators who have equipment located in their units
have the following additional responsibilities:

. Check supply levels for the work station area

. Notify the Assistant System Manager of supplies
needed

. Test new equipment

. Monitor the recording of system utilization sta-

tistics for the work station

. Submit utilization statistics required by M/SER/
DM to the System Manager.
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4. SYSTEM ADVISORY COMMITTEE

The System Advisory Committee assists the System Man-
ager in the administration and Operation of the Wang
equipment. The Primary purpose of the committee is to
provide local office user input as well ag Supplemental
technical expertise to AFR system management staff, The
committee is composed of Lepresentatives from four furc~-

tional programmatic areas in the Bureau and one Lead

* * % % *

Exhibit III-1, on the the following Page, presents the
System management structure, 2 complete list of all sys-~
tem management staff, including locations and telephone
numbers, isg Presented in Appendix D. All staff assigned
to participate in the administration of the office automa-
tion system continue to carry out all their other respon-
sibilities, unless notified by their Supervisor. System
management staff stil) continue to report to their super-
visor in all ilatters except those relating to the office
automation system.

Although M/SER/DM does not have a formal role in man-
aging the office automation system in AFR, they are stil]
responsible for coordinating the Agency's nse of the
technology, consequently, M/SER/DM will be Periodically
issuing bulletins to the System Manager on the use and
management of the System. M/SER/DM is also available for
information and advice as needed by AFR management and the
System Manager.

III-5
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EXHIBIT III-1

Office Automation System Management
Reporting Structure
Bureau for Africa

PMR ; SYSTEM
Professional ;iﬁ:gﬁi W avavawas ADVISORY
Position COMMITTEE

r

PMR
ASSISTANT

Support SYSTEM

Position MANAGER

)

One Support LEAD

Position in OPERATORS

Each AFR

Organizational

Unit¥*

* The total number of lead operatdrs equals the

total number of AFR office-~level organizational
units.
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IV. POLICIES AND PROCEDURES

This chapter presents the initial general policies and
related procedures for using the AFR office automation
equipment. The intent of these policies is to provide AFR
staff a foundation to begin effective utilization of the
system. The accompanying procedures provide direction to
system users for policy implementation. The following
subiects are presented in this chapter.

. Policy Formulation

. Training

. Hours of Operation

. Use of Work Stations

. Assignment of Libraries

. Assignment of Passwords

. Froduction of LOU/Classified Material
. Technical/Equipment Maintenance Support
. Supply Acquisition/Maintenance

. Utilization Statistics

. Document Creation

. Use of Document ID Numbers

. Document Back-Up

. Document Retention/Deletion

. Maintenance of Glossaries

. File Creation

. File Retention/Deletion

. File Back-up.

These policies and procedures provide AFR staff with the
framework to begin effective use of the installed Wang 5s
and OIS 140. Throughout this chapter, the responsibili-~
ties of the System Manager and the Assistant System Man-
ager are discussed as they relate to specific tasks.
Whenever one of these managers is absent, the other man-
ager is responsible for providing the required service or
advice.

1. POLICY FORMULATION

(1) Policy

Policy decisions affecting AF.. staff and budget
issues are made by the Associate Assistant Administra-
tor (AAA/PMR) or his designee. Examples of the issues
the AAA will address are system management roles and
staffing, training strategy, and major equipment modi-
cations. The System Manager is responsible for the
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development and implementation of the operational
policy decisions. These decisions include standards
for documentation of applications, enforcement
measures to maintain system integrity and
effectiveness, and local office user requirements %o
monitor and evaluate system performance.

(2) Procedures

All recommendations for new or revised pnlicies
should be directed to the System Manager. The System
Manager will develow the appropriate policies and, if
necessary, =coordinate the policy development and
changes with the AAA. Once approved the policies and
any associated nrocedures will be distributed to AFR
staft by the System Manager.

TRAINING

(1) Policy

AFR has developed a training strategy with the
objective of providing users the required information
ané skills to effectively use the word processing sys-
tem. Training is available to all staff members. The
following four levels of training are addressed in
this strategy:

. Orientation - This consists of qroup semi-
nars or individual sessions with all AFR
staff members. The orientation provides an
overview of the equipment capabilities, the
system management roles, and the operating
policies and procedures.

. Access Training - This training consists of
teaching AFR staff members the fundamental
functions of the equipment. This includes
how to create, loca%te, and print a document,
as well as to perform simple editing
functions.

. Basic Operator Training - This training
covers the same information as the Wang
basic word processing course. The features
and functions included in the Access Train-
ing, above, and other topics are presented,
e.g,, document format, filing and copying
information to diskette, retrieving data
from diskette, advanced editing techniques,
and the attachment of glossaries.
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. Advanced Training - This addresses the more
advanced functions and features of the sys-~
tem. Examples of the materials available
are the creation of glossaries and list pro-
cessing files,

The two phases of the training strategy are:

. Phase I =~ Transition Training
. Phase II - On-going Trainirng.

During Phase I, Transition Tra.ning, the objec-
tives are to provide the entire A:R staff with system
overview information and to build expertise in basic
functions and selected advanced functions for the sys-
tem management staff. To address the first objective,
orientation sessions will be held %o acquaint the
staff with the system components. All AFR staff mem-
pers should attend these sessions. To build expertise
in basic and advanced functions for the system manage-
ment staff, a combination of Wang-supplied courses and
in-house training by the System Manager and the Assis-
tant System Manager is being givea. The system
management staff will then teach others. The level
and detail of training will be determined by the
trainee and the System Manager. The results of the
Transition Training will be an AFR staff equipped with
the information to facilitate effective use oL the
system and a core staff of operators with expertise in
Wang equipment functions.

The objective of the On~going Training (Phase II)
is to provide all levels of training to new users and
to extend the knowledge of those already trained. New
AFR personnel will need to be introduced to the system
orientation information, probably through individual
sessions. Access, basic, and advanced training will
be provided to other AFR staff, as needed. The System
Manager and Assistant System Manager are responsible
for making arrangements and conducting the required
in-house training. The Lead Operators, trained as
part of the core staff during the Transition Training
phase, will assist the System Manager and the Assis-
tant System Manager as in-house trainers. Aas a
result, AFR staff training needs will be satisfied on
a continuous basis,

(2) Procedures
When & need is identified, the potential training

recipient and his/her supervisor should discuss the
scope and timing of the desired training. In order to
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receive training, AFR staff members should contact the
System Manager or the Assistant System Manager. They
can assist any user to determine which level of train-
ing is required or what specific features are needed
if advanced training is desired. Once this determina-
tion is made, they will make the necessary arrange-
ments for the training to occur.

HOURS OF OPERATION

(1) Policy

Due to the placement of the equipment in individ-
ually secured rooms, the system is available on a con-
tinuous basis, twenty-four hours a dav, seven days a
week. Normally, the CPU which controls the work sta-
tions and printers attached to the 0IS remains "up"
(turned on) at all times. However, the work stations
and printers are to be turned off at the close of each
business day. The Wang 5s are also to be turned off
at the close of each business day.

An exception to the continunous availability would
be during maintenance work by Wang. At these times,
operations may be halted, depending on wnich piece of
equipment is being serviced. 1If, for example, a
scheduled maintenance visit by the Wang service repre-
sentative occurs, the OIS 140 may be unavailable for
two to three hours. However, if maintenance on an
individual component (e.g., a printer) is required,
only that component is unavailable.

(2) Procedures

The Lead Operators turn the equipment on and off
each day. At the close of each business day, the As-
sistant System Manager checks, via the control func-
tions at a work station, to see that all 0IS 140 work
stations and printers are turned off or in use. If
the equipment is on but not in use, the Lead Operators
are notified so that the equipment can be turned off.

Lead Operators assigned to the Wang 5s must be
particularly careful to verify that the equipment is
turned off at the end of the day. Since they are not
connected to the OIS CPU, there is no other way to
determine if they are left on.
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USE OF WORK STATIONS

(1) Policy

Work stations are to be used for official AFR
business only. No other work is authorized. Although
work stations are located in designated offices they
are to be shared AFR-wide. No office or group has
exclusive use of a particular piece of equipment.
Within each office, AFR support staff has top priority
on _the use of the installed work station. Second pri-
ority is assigned to support staff from cther of-
fices. Requests to use the work station by non-
support staff, either within or outside of the of-
fice in which the work station is installed, are given
third priority. The work station in the CPU room is
available when not in use for training.

(2) Procedures

If a situation arises that is not resolved by the
policy statement above, the Lead vperators for other
work stations should be contacted to determine the
availability of another work station. Appendix D in-
cludes a list of the Lead Operators and their tele-
phone extensions. When no other work station is
available, the System Manager should be asked to re-
solve the conflict.

ASSIGNMENT OF LIBRARIES

(1) Policy

Specific libraries have been assigned to each AFR
organizational unit. The glossary library is avail-
able for AFR-wide use. Appendix E presents a list of
the organizational units and their assigned librar-
ies. The remaining libraries are currently unassigned.

(2) Procedures

Requests for additional libraries are made to the
System Manager. However, since the maximum document
ID number for each library is 9999, there should be
very few of these requests. If a new library assign-
ment is approved by the System Manager, the Assistant
System Manager will create the library.
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ASSIGNMENT OF PASSWORDS

(1, Policy

Passwords are attached to documents and files to
prevent unauthorized access by other system opera-
tors. Tihese passwords must be assigned by the System
Manager to operators. Document passwords are then
attached to documents by operators. File passwords
are attached by the System Manager.

(2) Procedures

Each operator desiring a password should request
one from the System Manager. The System Manager
maintains a secured log of the assigned passwords and,
if applicable, attaches the password to a file.

PRODUCTION OF LOU/CLASSIFIED MATERIAL

(1) Policy

Following the Uniform Security Regulations (5 FAM
900) established by the State Department 's Security
Office, and IG/SEC Notice, "Processing Limited Offi-
cial Use Information (March 26, 1982), sensitive in-
formation such as personnel data and LOU documents can
be placed on the Wang equipment but must be protected
with a password and filed to an archive diskette, not
stored on the system disk (OIS 140) or system diskette
(Wang 5).

Classified material (Confidential, Secret, Top
Secret) shall not be prepared, processed, or stored on
the Wang 5s or OIS at any time.

(2) Procedures

To process sensitive or LOU material on the in-
stalled equipment, operators must password protect the
document or file. Once processing is complete, the
information must be filed to a diskette by using an
archive work station. Any diskette containing LOU
material must be secured at the end of each working
day in a locked cabinet. (Refer to Appendix H for
general diskette care instructions.)
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TECHNICAL/EQUIPMENT MAINTENANCE SUPPORT

(1) Policy

The Lead Operators assist users with operating
problems of a technical or Possible mzintenance na-
ture, The Assistant System Manager should be con-
Sulted if the Lead Operator cannot resolve the prob-
lem. Wang service or Customer support isg then re-
quested by the Assistant Systenm Manager if necessary
to resolve the problenm,

Arrangements have been made with Wang to receive
credits for Prolonged downtime due to delayed response
by a service representative, The System Manager is
notified of these delays and igs responsible for docu-
menting incidents of delay to secure these credits,
For details on these credit arrangements, the System

{2) Procedures
s=xgdures

The following Procedures should be used if a
technical question or pProblem arises:

. Operators request assistance frop the Lead
Operator.
. If the Lead Operator is unable to answer the

question or resolve the problem, the Assis-
tant System Manager is consulted.

. Operators having urgent technical questions
can call Wang 's "hot line" nuw..er for assis-
tance. This service is called "Action Cen-
ter," and the number is (703) 276-0807.

Wang personnel answering the call will
either respond immediately or call back
within four hours with a splution.

. The Systen Manager or the Assistant System
Manager calls the Wang customer support

. The record of call slips left by the Wang
customer support réepresentative are to be
forwarded to the Assistant System Manager

for monitoring and infoermation purposes.
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The procedures to be used if a mechanical problem
arises are the same as those discussed above for
technical questions except the Wang service represen-
tative is called instead of the customer support
representative.

The System Manager arranges for the awarding of
credits if there is a prolonged downtime due to de-
layed response of service to a call.

SUPPLY ACQUISITION/MAINTENANCE

(1) Policy

Quantities of expendable equipment-related
supplies are ordered, received from the vendor, and
centrally stored by the Assistant System Manager.
Expendable supplies are continuous feed paper,
ribbons, print wheels, and diskettes. Lead Operators
of work stations are responsible for maintaining a
fifteen-day supply level at their assigned work sta-
tion. An additional fifteen-day supply level is
maintained by the ASM.

The Agency has arranged with Wang for credits to
be awarded for malfunction of ribbons and print wheels
and return of used ribbon cartridges. The System Man-
ager is responsible for contacting the vendor to re-
ceive these credits. For details on these credit ar-
rangements, the System Manager should be consulted.

(2) Procedures

The following procedures 2re used to obtain
supplies:

Operators who need ribbons or other supplies
should notify the appropriate work station
Lead Operator. '

. Lead Operators are responsible for obtaining
and maintaining supplies at their assigned
work stations for users. Lead Operators
notify the ASM when supply levels have
reached the reorder level.

The ASM furnishes Lead Operators with supply
replenishment and orders new supplies from
vendors as necessary.

Special order requests are directed to the

System Manager for review and approval prior
to ordering.
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11.

Lead Operators must return any ribbons and print
wheels as well as used ribbon cartridges to the Assis-
tant System Manager. The SM or ASM arranges with Wang
and M/SER/DM for the award of credits.

UTILIZATION STATISTICS

(1) Policy

All users are responsible for completing the logs
at the work stations each time the equipment is used.
The Lead Operators responsible for work stations
collect end total the columns of the logs each week.
The totals are submitted to the System Manager. The
information from the logs is accumulated for purposes
of evaluating system utilization and aiding in the
identification of possible system modifications.

(2) Procedures

The log entries are entered each time the equip-
ment is used. Exhibit IV-1, following this page, is
an example of the log. The objective of the log is to
determine the number of hours the work station is used
and the number of original and revised pages produced.

The Lead Operator totals the statistics for each
week and submits the totals to the System Manager once
a month. In turn, the System Manager submits a sum-
mary report of the utilization statistics to M/SER/DM
when requested.

DOCUMENT CREATION

(1) Policy

Each operator is to create documents in the spe-
cific unit-assigned library or the AFR-wide glossary
library. 1If an operator is creating a document for
another unit, the operator must use a library assigned
to that unit.

(2) Procedures

The document summary menu must be completed as
follows:

. Document Name - use a descriptive title (up
to twenty-five characters)
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EXHIBIT IV-1

Daily Operation Log

WORKSTATION: DATE:
TOTAL AMOUNT OPERATOR'S TOTAL PAGES
OF TIME NAME COMMENTS

ORIGINAL REVISED

TOTAL

TOTAL TIME NO. OF OPERATORS ORIG. PAGES ] REV. PAGES COMMENTS
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. Operator - enter the first initial, a space,
and the last name in all capital letters of
the person keying the document (up to twenty

characters)
. Author -~ type the first initial, a space,

and the last name in all capital letters of
the originator of the document (up to twenty
characters)

. Comments - key-in the date the document can
be deleted (if known) or other useful com-
ments (up to twenty characters).

Exhibit IV-2, following this page, is an example of a
completed document summary menu. Proper keving of
these entries assists in locating documents and per-
forming library maintenance tasks. ~

Documents created on a Wang 5 must be filed to
diskette immediately after processing is complete.
This is due to the small amount of on-line storage
available. BAn index of a diskette should be run each
time a new document is filed.

USE OF DOCUMENT ID NUMBERS

(1) Polic

Documents created on the Wang OIS 140 or Wang 5
are automatically assigned an identification number,
or ID. This number is considered the control number
for a document and must be used to access a particular
document.

(2) Procedures

Since document ID numbers are essential, both the
operator and the document originator should keep track
of these numbers. The originator needs the number in
case it becomes necessary to have another operator
make revisions and the criginal cperator is
unavailable.

There are many ways to keep track of the document
ID number. On drafts, it could be entered as part of
the page number so that it prints on each page of the
document (i.e., 0010A-1). Or, it can be simply writ-
ten in a corner of the first page of the document.
Another suggestion, which works for both draft and
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Document id:
Document Name:
Operator;
Author:

Comments:

OPERATION

Created

Last Revised
last Printed
Last Archived

Total Payes:
Total Lines:

EXHIBIT IV-2

Document Summary Menu

DOCUMENT SUMMARY

6C62A

Memo re: new equipment
J SMITH

G WASHINGTON

6/12/62 Delete

STATISTICS
DATE TINE WORKT IME
05/13/82 15:03 :00
/ / : :
65/13/82 15:07
/ / : onto Diskette
1 Total Worktime:
4 Total Keystrokes:

Pages Lo be printed 1

: 00
2

KEYSTRORES

2
P
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final documents, is to write the ID number on the
document with a non-photo blue pencil or on the back
of the first page. Whatever means is used, it is im-
pcrtant to recognize that Kknowing a document ID number
saves time in locating a document.

If the document ID number is unknown, the opera-
tor can regquest to view or print a library index to
locate a document on the QIS 140. The ability to
select only a specific coriginator 's document allows
the operator to locate the document faster because
only the specified person 's documents are presented
instead of the entire library. However, operators
must strictly follow the procedures discus:s+d above
for document creation to allow this selection by orig-
inator. Although less time-conguming than indexing an
entire library, this is an inefficient way of locating
a document ID number. :

To locate the lost document ID number for a docu=-
ment created on the Wang 5, the operator must check
the diskette indexes to locate the desired document.

DOCUMENT BACK=-UP

(1) Policy

Documents processed on the 0IS 140 that are of a
critical nature or may be used over a period of time
(a week or more) should be immediately copied to a
diskette for off-line storage. By doing this, the
document exists both on the system disk and on the
diskette., If there should be an equipment failure,
the document can be accessed immediately by using the
diskette on a Wang 5.

Documents processed on the Wang 5 are filed to
diskette immediately aftei use is complete by the op-
erator. If the Wang 5 used to prepare a document is
unavailable or inoperative vhen further operator ac-
tions are desired, the diskette is used to place a
document on the OIS 140 or another Wang 5.

Examples of the types of documents that should be
copied are:
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. Documents over five pages long

. Documents prepared to go outside the Bureau
(excluding work going to the missions)

. Status reports, PIDs, PPs.

Diskette copies of documents shall not, however,
be used in lieu of paper copies for Bureau archival
files.

(2) Procedures

CGriginators should notify operators if specific
documents should be backed-up at the time of creation
or revision. (Documents on the Wang 5 are always
filed after use.) The following procedures should be
followed on both the OIS 140 and the Wang 5s:

. Use the work station in the CPU room or an
archival work station to make back=-up copies
of documents on the QIS 140.

. When a document is revised, always copy
(file if using a Wang 5) the revised
document back to the same diskette that
contained the original document. This
assures that only one, the latest, wversion
of the document is available on diskette.

. Print an index of the diskette when new (not
revised) documents are copied to the
diskette.

. When an 0IS 140 document is no longer

needed, delete it from the system disk and
the back-up diskette. When a document has
been used only on a Wang 5, delete it from
the diskette. Mark the diskette index to

indicate a document has been deleted.

14. DOCUMENT RETENTION/DELETION

(1) Policy

Documents which are no longer "active" or in use
should be removed from the OIS 140 system disk. Re-
moval of these "inactive" documents keeps disk space
available for other, more current documents and pre-
vents a noticeable degradation of response time when
performing equipment functions. Therefore, it is very
important that all AFR staff, originators and opera-
tors, help to ensure that only active documents are
maintained on the system disk.
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There are two ways of removing documents from the
disk. The document can be deleted, when no longer
needed or it can be filed (i.e., transiferred) to disk=-
ette. A filed document can be retrieved from disk-
ette, transferred back tu the system disk, at any time
for future revision or other use,

To facilitate the removal of inactive documents,
each Lead Operator prints an index of the office
library once a week. The index 1s used by orgina-
tors to identify documents that can either be deleted
or filed to diskette. The operators can then perform
the action indicated by the originators.

In addition, the Assistant System Manager moni-
ters the disk utilization percentazge and notifies Lead
Operators when this percentage is getting too high. A
75-80 percent disk utilization figure is considered
the point at which documents must be removed. '

(2) Procedures
The following steps are performed to facilitate

the removal of inactive documents from the system disk
on a regular basis:

. When documents are created, the originator''s-

name and probable deletion or f£iling date
are entered in the document summary menu,
(See Cocument Creation section of this
chaptar.)

. Once a week, the Lead Operators run indices
of the libraries with documents selected by
originator names.

. The indices are circulated to the anpropri-
ate originators with the request that any
inactive document be marked for deletion or
Filing. The probable deletion or filing
date printed in the comments section should
help the originators make the decision.

. Operators are given the indices and perform
the indicated action.

. The indices with deletions marked are re-
turned to the Lead Operators who in turn
provide the ASM copies to facilitate the
disk utilization monitoring responsibility.
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If the disk utilization reaches the 75-80 percent
range, the Assistant System Manager notifies Lead Op-
erators immediately. The same steps discussed above
are performed, except the originators must identify
inactive documents within two days and operators must
perform the requested action on the same day. If disk
space is still too full, the Assistant System Manager
will request that the above steps be taken again until
disk availability space has reached an acceptable
level.

MAINTENANCE OF GLOSSARIES

(1) Policy

As discussed earlier, glossaries are special
documents used to store words, phrases, standard para-
graphs, or instructicns which are later recalled and
ingerted into a new document to reduce keying. There-
fore, the policies and procedures that apply to other
documents are applicable to glossaries. However, due
to the nature of the information stored in glossaries
and the possibility of AFR-wide applicability of this
information, additional coordination of glossaries is
required. Before creation on the system, an operator
must receive approval of the glossary from the System
Manager. When an operator crcates a new glossary, its
documant name, ID number, and description of intended
use must be provided tc the System Manager. This
coordinstion of glossaries is intended to eliminate
duplication of effort and to facilitate the sharing of
information among system users. Appendix F presents
the information for the glossaries currently stored on
the Wang 5s and the OIS 140.

(2) Procedures

The following procedures are to be used to ensure
proper maintenance of AFR glossaries:

. The System Manager is responsible for coor-
dinating and monitoring AFR glossaries.

. The System Manager will disseminate the in-
formation concerning the stored glossaries
to AFR operators and M/SER/DM.

. Operators must secure System Manager ap-
proval before creating a new glossary.
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. Operatcors provide the System Manager the
information described in the above policy
when new gosssaries are created.

. Periodically the System Mznager will print
an index of the glossary library and, if
necessary, request information on any glos-
sary stored for which information has not
been submitted.

. Once information is submitted to the Systenm
Manager, the creator of the glossary should
not delete or modify it without confirming
with the System Manager that no one else
needs access to the glossary.

l16. FILE CREATION

17.

(1) Policy

Files are usually created using the Wang list
processing feature. To prevent a proliferation of
duplicate files of information on the OIS 140, the
guidelines contained in Appendix G of this manual are
to be used when new files are created. As a file is
Created, a password should be assigned to prevent un-
authorized access and usage of file data.

(2) Procedures

The file guideline in Appendix G is to be used to
define user requirements to specify file data fields.
When the record and file size are estimated, the Sys=~
tem Manager is to be notified to calculate the poten-
tial system disk space usage and assign a password.

FILE RETENTION/DELETION

(1) Policy

The number of files and file sizes are to be kept
to a minimum. Files used frequently, e.g., daily or
weekly, can remain on the system disk. Only active
records within a file are maintained on the system
disk and inactive records should be deleted entirely
from the file or filed onto diskette.

(2) Procedures

Operators/Lead Operators are responsible for file
maintenance casks including:
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R Adding and editing records to the file

. Deleting or filing inactive records from the
file
. Copying records and/or file onto diskettes

as back~-up copies.

When a file is to be deleted from the system disk, the
Lead Operator should notify the SM that the file pass-
word is no longer in use and that disk space is now
available for SM utilization planning. When active
records become inactive and may require later refer-
ence, file them onto diskette.

FILE BACK~-UP

(1) Policy

A copy of the entire file should be placed onto
diskette(s) for back-up purposes in case of equipment
aalfunction. File back=-up should be performed after
every major file edit. The actual data input sheet
used to edit a record should be kept until the next
file back-up procedure is performed.

(2) Procedures

. For small files, output the entire file onto
a word processing document and file the
document onto a diskette

. For large files, divide the file into logi-
cal segments via the cselect records feature;
output each segment into a word processing
document.; copy the document onto a
diskette - one segment per diskette.

Each file or segment of a file should be copied onto a

diskette which is properly labeled and stored. Appen-
dix H of this manual presents diskette care guidelines.
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OFFICE AUTOMATION IN THE BUREAU FOR AFRICA

A large volume of information and panerwork is
required to plan, program, finance and implement the
Agency 's assistance programs throughout the developing
world. .:.Office automation technology is one important
solution to the problem of handling this large volume of
work effectively. Consequently, the Agency is gradually
installing office automation technology in its Washington
headquarters and overseas offices.

1. OFFICE AUTOMATION HAS BEEN INTRODUCED ON AN
: ORGANIZATION=-BY~ORGANI2ZATION BASIS IN AID WITHIN THE
TRAMEWORK OF AGENCY-WIDE FPOLICY AND GUIDANCE FROM

M/SER/DM

On the basis of a preliminary Agency assessment,
M/SER/DM identified the offices/bureaus which would ini-
tially receive office automation equipment. M/SER/DM
identified three phases of the implementation process.

. Phase I-Requirements Study--the gathering and
assessment of basic office data such as wark load

composition, work volume, work flow patterns, etc.

. Phase II-Design Study--the designing of the
equipment configuration, identification of system
management structure and documents to automate.

. Phase III-System Implementation--the development
of policies and procedures by which the system is
administered. This phase also includes the
implementation of the training program and the
development of specific list processing and/or
glossary applications. '

Booz, Allen & Hamilton in cooperation with M/SER/DM
completed AFR 's design study in May 1982. Prior to this
study, M/SER/DM undertook a requirements study which was
completed in February 1982. These reports initially
identified the numerous applications of office
automation. Both studies are available from the AFR
System Manager.

Phase III was undertaken by Booz, Allen in June 1982.
This Policy and Procedures Manual is just one of the
products.
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2. THE BUREAU FOR AFRICA HAS HAD SOME FORM OF OFFICE
AUTOMATION SUPPORT SINGCE THE MID ]

The installation of a Wang OIS 140 office automation
system in June 1982 was the Bureau's first exposure %o a
large shared-logic system. While AFR has used office
automation equipment since the mid-1970s, their experience
has been limited to standalone word processing equipment
with limited office automation capabilities.

b
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GLOSSARY OF TERMS

Alphabetic Data

Alphanumeric Data

Archival/Archive

Archival Work Station

“Author

Back=-up

Batch Processing

Cathode Réy Tube (CRT)

A

Data composed exclusivelv of
letters of the alphabet and
the blank character. Occa-
sionally, the period and the
comma are also used.

Data containing letters,
digits, and usually other
characters such as punctua-
tion marks.

To preserve and store infor-
mation into a repository,
such as a diskette, for later
retrieval

A work station equipped with
an attachment to create
diskettes for off-line
storage of documents
processed on the OIS and for
re-entry into the OIS system
disk for further processing.

The originator of a created
document.

B

A procedure, technigue, or
hardware intended to be used
in an emergency to help cover
lost or destroyed data or to
keep a system running

An approach to processing a
number of similar input items
during the same machine run

¢

A device that presents data
in visual form by means of
controlled electron beams on
a TV-like screen



Central Processing Unit
(CPU)

Character

Character Keys

Conficuration

Control Function

Copy

Cursor

Daisy Printer

Disk

Disk Operating System

Diskette

A master unit of the OIS
system that includes the
circuit controlling the
interpretation and execution
of instructions

A letter, digit, or other
symbol used as part of rep-
resented data

Standard typewriter keyboard
keys

The relative position, mix,
or arrangzment of equipment
components which compose a

system

The Wang OIS capability to
electronically survey equip-
ment component status

The document/file maintenance
procedure which duplicates
system disk information onto
diskette(s) for back-up
purposes

A light beam indicating where
the next entered character or
symbol will appear

ol

Wang output hardware which
produces high quality paper
documents at 30 to 40 char-
acters per second

See system disk

The Wang capability per-
mitting system disk moni-
toring and maintenance tasks
and the ability to access
other Wang functions such as
word processing

A flexible/floppy magnetic
storage medium resembling a
45 rpm record which stores
information off-line



Document

Document ID Number

Document Summary

Edit

Field

File

File to Diskette

Floppy Diskette

A portion of space and text
conveying information (up to
120 screenloads) which the
system treats as a single unit

An indexed document identi-
fier containing four digits
and an clphabet character or
space used to access a docu-
ment for storage and retrieval
purposes

A formatted screen or printed
page displaying operator
entered document name, oper-
ator name, author name, and
comments, and Wang-produced
document ID number and-
creation/usaye statistics

E

To select, emend, and revise
information or data tn make
suitable for a particular
purpose such as revising a
previously created document
for the purpose of final
Printing/output.

E

In a record, a specified area
used for a particular cate-
gory of data.

A collection of related
records treated as a unit
suck as in list processing
files

The document/file maintenance
procedure which removes in-
formation from the system
disk or diskette and places
it ontc diskette and vice
versa

See Diskette.



Format Line

Glossary

Hardware

Horizontal Scrolling

Key Field

Library

The Wang feature used to
arrange or organize space and
text on a document page such
as tab stops, vertical
spacing, and line length.

g

The Wang feature which per-
mits the storage of words,
phrases, paragraphs, and
instructions in a special
library for later recall into
another document

H

Physical equipment such as
mechanical, magnetic, elec-
trical: or electronic devices

The CRT and keyboard feature
which permits the user to
view a line length of up to
158 characters

K

A field used to sort a file
into a particular sequence.
In ascending order, the
record with the lowest-valued
key field (for example,
Apple) is the first record;
the record with the highest-~
valued key field (for ex-
ample, Zebra) is the last
record. If preceded by a DEC
TAB, :he key fields will be
aligned on the decimal points
and then sorted.

L

The Wang feature which auto-
matically catalogs documents
indexed via an alphabet let-
ter or space. The last char-
acter of the document ID
number identifies the library.



M

Menu A formatted screen requiring
a user to select an activity
in order to proceed to other
Wwang menus or tasks

Modem A device used to link two
components by telephone line
interconnection.

9
Off-line Pertaining to equipment or

devices not under the control
of the central processing
unit such as diskettes

0TS 140 Office Information System 140
({Model I) -~ is an advanced
shared-logic word processing
system consisting of a CPU
and a variety of work
staticns, printers and other
attachments. It allows for
the creation, editing and
transmission of a document as
well as a host of other
document specific functions,
e.g., paragraph numbering,
math support, and pagination.

On-line Pertaining to equipment or
devices under the control of
the central processing unit
such as the system disk

Operating System Software that controls the
execution of QOIS programs
such as list processing,
powerful editing and may pro-
vide inout/output control,
storage assignment, sche-
duling and related OIS
services

Operations Keys The Wang keys located across -
th top and at the right of
character keys on the work-
station keyboard. These keys
perform the format, locate,
and edit functions.

B-5



Operator

Originator

Password

Peripheral Equipment

Policy

Print Summary

Procedures

Record

Screenload

Usually a person whose as-
signed regular duties include
performing tasks on the Wang
OIS keyboard and printer

The author of a created
document

B

A secret group of characters
used for identification that
must be keyed on the Wang
system if assigned to protect
a document, file, or function
in order to enter and/ or
perform a particular function

Any unit of equipment which
is connected to the central
processing unit and acts as
an extension ¢f ctiiw CPU,
e.9., a printer

A statement designed to or-
ganize and regulate

A formatted screen or printed
page displaying operator-
selected options used to for-
mat the print functions of an
output document

A particular way of doing or
going about the accomplish-
ment of a policy

R

A collection of related data
items contained in fields
treated as a unit; a complete
set of records form a file

S

A collection of space and
text which occupy one visual
display (20 lines) of the
Wang CRT screen

B-6



Sequence Numbetr

Shared~logic System

fheet Feeder

Software

Standalone System

System Management Staff

System Disk

System Diskette

System User

A Wang-generated number used
to identify and access a
record of a list processing
file. Thie number occupies
the first field of each
record. .

A configuration where
peripheral equipment share
the arithmetic and logic
operations of the central
processing unit

See Twin Sheet Feeder

A set of OIS programs and
internal procedures that
govern operation of the Wang
system

A self-contained word pro-
cessing system able to
perform all phases of pro-
cessing independent of a
central processing unit

The body of persons respon=-
sible for the activities
which plan, organize and
control the Wang system in
accordance to established and
approved pclicies and
procedures

A flat disk~-shaped magnetic
medium used to store infor-
mation and software usually
on-line

A non-removakle diskette con-
taining information control-
ling the operation of the
system and also providing
on-line storage of text

A person whose assigned
duties do not include regu-
lar activites on the Wang
system but whe occasionally
accesses or uses the system

%



Transaction Keys

Twin Sheet Feeder

Work Station

Wraparound

I

Special function keys used to
tell the system to complete
or cancel an operation or
procedure

A Wang equipment feature
which automatically feeds
single sheets of paper into a
Printer for document output

W
The ¥ang physical work area
containing a cathode ray tube
and & keyboard of character,
operation, and transaction
kevs

The Wang capability which
automatically places text on
the next line of a page when
it reaches and goes beyond
the established line length
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DOCUMENT REVISION GUIDELINES

Revisions written on previously typed documents should
be clear and distinct. The standard proofreader marks on
the following pages should be used wherever possible. To
shorten the revision cycle and ensure accuracy:

. Write insertions or changes in red ink and place
a checkmark in the right margin. Avoid using a
light pencil or a blunt felt tip pen.

. Do not cut, paste, or use correction fluid (e.q.,

snopake or white out) on the tvyped document.
Keep pages i1n proper sequence. If text is to be
rearranged, say, "move to page _ " or indicate by

an asterisk where attached information is to be
typed.

. Lengthy inserts should be written or typed on a
separate sheet of paper and attached to the
original copy, with indications as to where new
text is to be inserted.

IMPORTANT: When submitting a document for revision,

provide the document ID number to the operator for easier
and faster access to the document.



SYMB0L
vy or ¥ or 7

N

e
f oty

1®+»0®

" am capor S.C.

(a3 3RS L L T PV

delete; take iérout

1 B 19" s mb p.. . om omad
cC.CSe - ) (remests as Cvue wCxQ

caret; Insert here some+hing
insert aspace

“
space evenly A whergéndzcated
let marked tewt’ stand as set
transpays), change(crder e
used to separate <wo or more marks
and often asz a concluding stroke
at the end of an insertion
|set farther to tha left
set| farther to the right
straighten alicm"ent
straighten or align
imperfaect or broken character
indent or insert em quad space
begin a new paragraph
spell out -~ 5 1lbs, as five pounds

set in capitals (CAPITALS)

set in small capitals (SMALL CAPITALS)

set in Zowercase (lowercase)
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SIMBCL

1 al

STANDARD HEVISION MARKS

DEFINITION

set in isalie
i s £
set in boldface
hyphen
Vl

uperscrint cr superier fag in -2

Sr inferior as aa H20)
/
centered (N2Zsor a centered dot inp-a)

\'

SLWoscripeT

comma
apostrophe
period
semicolon

colen

quotation marks
parentheses
brackets

query to author: has this been set
as intended?

move up or move down
no paragraph
centered matter

capitalize first; lower case remaincdex

MFSTILES AND S¥iCY
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BUREAU FOR AFRICA
SYSTEM MANAGEMENT STAFF

SYSTEM MANAGER

L. M. Smith Rm. 3728

ASSISTANT SYSTEM MANAGER

Sharlee McDonald Rm. 3728

LEAD OPERATORS

Rosabelle Wilson (AA/AFR) Rm.
Delberta Daveler (AAA/PMR) Rm,
Patricia Zanella (MR/EMS) Rm.,
Delberta Daveler (MR/RCS) Rm,
Phyilisann Craig (AAA/DP) Rm.
Barbara Sadler (DP/PAB) Rm.
Geraldine Thomas (DP/PPEA) Rm.
(AAA /DR) Rm.

Rolanda Jackson (DR/PSS) Rm.
Dorothy High (DR/EAP) Rm.
Betty Carroll (DR/CCWAP) Rm.
Gwen Brown (DR/SAP) Rm.
Earlene Burt (DR/SWAP) Rm.,
Cecelia Burks (DR/ENG) Rm.
Paul Anderson (DR/POP) Rm.
Ruth Wilson (DR/SDP) Rm.
Carolyn Smith (DR/ARD) Rm.
Dorothy Bielek (DR/EHR) Rm,
Sharon Evans (DR/HN) Rm.
Mary Jones (AFR/SWA) Rm.
Velma Jones (AFR/SA) Rm.
Jo Metcalf (AFR/CWCA) Rm.
Bernadette Givens (AFR/EA) Rm.
Helen Anderscen (AFR/RA) Rm.
* * * *

Ext.

Ext.

6936
2744
2841
2744
6663
6671
5916

2925B
2450
2723
2884
2733A
2497
2645
2480
2941
4677
2497
3491
3921
3320A
1066
4533

Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
ExXt.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.
Ext.

*

21892

28192

29233
21754
21660
21754

29196

29202
23372

23946
28286
29066
28818
26330
28176
23224
28168
28716
29868
22022
20990
24326
29000
29762
28269

In addition to the above the following committee has
been established to assist the System Manager.

SYSTEM ADVISORY COMMITTEE

Glenn Cauvin Rm. 6671

Ted Lee Rm. 2485

John Hicks Rm. 3921

John Bierke Rm. 4531

Marie Ketch Rm. 2497
D-1

Ext.
Ext.
Ext.
Ext.
Ext.

20346
23946
34326
28531
29780
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NOTE:

when Create New Document is selected.

BUREAU FOR AFRICA
LIBRARY ASSIGNMENTS

Office
AA/AFR

AAA/PMR
MR/EMS
PMR/RCS

AAR/DP
DP/PAB
DP/PPEA

AAA/DR
DR/PSS
DR/EAP
DR/CCWAP
DR/SAP
DR/SWAP
DR/ENG
DR/HN
DR/SDP
DK/ARD
DR/EHR
DR/POP

AFR/SWA
AFR/SA
AFR/CWCA
AFR/EA
AFR/RA

Training Library

Librarv

A

H KXEJLG VODOUVOZRApRGHT O vow

All work stations are set to display library "w"

An operator must

type the correct unit-assiqgned librarv letter before
beginning the document creation process.
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BUREAU FOR AFRICA
GLOSSARIES

UNDER DEVELOPMENT
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LIST PROCESSING FILE
CREATION GUIDELINES

What is List Processing?

List Processing is a records-processing package which
can reduce the need for paper files at various office
locations. List Processing allows operators to create and
maintain records of user-defined information. These
records, together, form a file and can be Selectively
retrieved, sorted, and printed according to user-specified
criteria. However, List Processing is not a true data
Processing application package.

1.4 * * w *

The purpose of these guidelines is to help Wang users
specify requirements of a proposed list processgsing file.
Answer the following questions as they pertain ts your
pProposed file application.

1. What is the purpose of the proposed list processing
file? Does the purpose conform to the above
definition of list processing?

2. What proposed reports, forms, letters, labels, and
other documents will be produced using data from this
file?

3. What inquiries or questions will the file be expected
to answer and how?

W



4. What types of information or data will be captured in
this file in order to preduce the documents or o
answer the inquiries listed above? List all data
fields of the file and specify each field length and
field type (alphazbetic, numeric, alphanumeric)?

Field name
(l0-character limit) Field lenath Field type

5. How many records do you axpect the entire file tn
contain?

6. How many times a week will the file be accessed for:

a. Adding new recorda?
b. Editing old records?
C. Deleting records?
d. Backing-up records?
e. Staff inquiries?
f. Document generation?
'

7. How long will the proposed file be active on the
system disk?

|

8. Who will be respansible for file:

a. Creation?

b. Maintenance?
(data entry, update, and back-up)

c. Verification?
(data integrity)

Consult the System Manager or Assistant System Manager for
password assignment and disk space utilization estimate.
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CARE OF DISKETTES

Diskettes contain important information and require
special care. Damaged diskettes can alsc adversely affect
the Wang system. A diskette that is physically damaged
(torn, erased, warped) or contaminated may cause the
system's read/write head to lift from the diskette,
resulting in errors or head contamination. The following
recommendations are made to assist you in caring for
diskettes:

Storage - Store diskettes in their jackets or
envelopes. When removing & diskette from a
jacket, l1ift it by the top edge and carefully
insert it into the disk drive. Return the -
diskette to its envelops and plzce it in a proper
storage facility such as a filing cabinet.
Improper storage can cause permanent damage.
Diskettes can be stored flat - not more than ten
to a pile, or can be stored vertically. If
storeda vertically, diskette must be supported so
that thevy will not slump, bend, or cause problems
for the Wang system.

Handling - Diskettes are sensitive to several
environmental conditions in the office, such as

. temperature, dust, and to contact with certain

types of office supplies and materials.

- Extremes of heat and cold can affect
diskettes. Avoid exposing them to sunlight
(window sills) or heat (heaters, radiators).

- Never place a paperweight, telephone, or any
other heavy object on a diskette

- Never clip a hard copy or anything else to a
diskette.

- Use only a felt-tipped pen when writing on a
diskette label. Ballpoint or pencil
pressure may inadvertently emboss the
surface of the diskette. If labels are
usad, they should he placed to the right of
the trademark label. When applying labels,
make sure that the adhesive does not touch
the exposed inner areas of the diskettes.



Never file diskettes between packs of
paper-~-keep them in a clear and dust-free
container or area

Do not touch the exnosed areas on the
diskettes. Natural hand oils or hand
lotions, etc., are contaminants and can
cause problems for diskettes.

Keep magnets away from diskettes as they
will erase data. Be aware of magnets on
copy stands.



