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Swrviy of material for oourses 

1.    Giving order for the analysis 

1.    Introduction on aims,  size and organization 

- Aim, functions and activities 
- Size of the business 
- Organization of the business 
- Prooeduros of the business 
• Administration of the business 

}• Inventory of inadequacies of the organisation 

- Diagram "ADP Objectives" 

4.    Determination of desirability for further analysis 

3,    Reporting on the results of the analysis 
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fBASIBILITY STUDY 

Survey of material for cour»»» 

1. Determination of information, prooedure and expenditure of the 
existing system 

- Total expenditure of the existing procedure 

2. Development of alternative system 

3. Determination of efficiency of the alternative system 

- Assessment of savings on personnel of payroll department 
- Graphic representation of determination of total value 
- Determination of total value advantages 
- Calculation of switching-costs 
- Comparison of costs 
- Analysis of present costs at various volume levels 
- ¡Estimate of coBt under proposed system various volume levels 
•   Comparison of present and proposed system various volume levels 

System for feasibility study (Lesh, F.J.) 

- Area clerical and equipment costs sheet (AC and ICS) 
- Computer potential profile sheet (CPPS) 
- Preliminary cost data sheet (PCDS) 
- Computer benefits data sheet (CBDS) 
- Preliminary installation costs data sheet (PICDB) 
- Feasibility time estimate sheet (FTK3) 

Literature 

Lesh, P.J. 
Shortcuts in conducting a oomputer feasibility study for 
small and medium sise companies 
New York, Diebold a roup, I96I. 26 pp. 

Trail, J.R. 
Analysing the desirability of acquiring an electronic 
In - The Internal Auditor 
20 (I963) »0. 1, p.37 t/m 48. 
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Preparation of the tytttms 
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"example of an integral design eystemology". 

- Syeteaology for the designing of a controlling •Titta. 

1. Deteraination of the systems analysie technique 

- Total (management) Systems 
- Systems integration flow chart 
- Manufacturing control system 
- dynamics of the business system 
- Steps in system design 
- Describing the system under study 

2. 

1. 

Determination of systems analysis technique» 
- Basio document systems analysis 
- Diagram of documentation system 

Datemination of utilisation of systems analysis 

*   ¡j?**111»»1*«* for within oompany study 
- Typical functional flow of design 

System for Systems Analysis (SOP) 

- Structure of reporting 
- Structure of documentation 
- New system plan 

i, D.H. 
Management standards for data processing, 
Princeton, N.H., eto. van Nestrand, IOS. 404 
(chapters I through III) . 

International Business Machinai Corporation 
"Study Organisation Plan» (SOP), 5 vola. 
The Method Phase - I, n, ni, 
Haferenoe Manual Documentation Techniques 
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DCHBIIWQ A BU3DB3S INFORHATION SYSTEM 

Survey of material for courses 

0. Business information system 

- Summary "Designing a business information system" 
- Diagram "Ilodol of a business information system" 
- Explanation of symbols "Model of a business information syst*»" 

1. analysis business information 

1.1.1 Heading main procedures in chronological order 
1.1.2 Analyse main tasks and heading according to 

information objects (5 x) 

2. Designing an information system of temporary information 

1.2.1 Heading temporary information objects according to place 
in organization 
»lumeration "Questions to put to determine the validity 
of a repovt" 
Enumeration "Reports,  forms and records" 

1.2.2 Elaboration of main tasks per temporary information object 
Data recording sheet 
Input analysis chart 

OOutput redundancy chart 
Pile consolidation chart 
Output analysis chart 

J.    Choioo of form and presentation of temporary information 

1.3.2 Determination of demands for desired temporary information 
1.3.3 Determination of characteristics of possible temporary 

information 
1.3.4 Choice of form and prose it at ion of desired temporary 

information 

4. Designing an information system of permanent information 

1.2.6 Heading permanent information objects according to place 
in organization (2 x) 

1.2.7 Elaboration of main tasks per permanent information objeot 

5. Choioe of form and presentation of pernanent information 
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Questioni to put to the reoipient of a report to detonine it« 
validity are as follow: 

1. How many other persons use it? 

2. How essential is it to the work of your unit? 

3. How often do you use your oopy of this report? 

4. How much of this information on this report do you not vmml 

5. Is the data on this report necessary for: 

'*) making decisions to take action? 
[b) keeping you informed on ourrent conditions? 
.01 cheoking accuracy of other matters? 
[d) establishing control over operations? 

6. What would he the effect on your work if you: 

la,) did not receive the report at all? 
fb) received it less frequently? 
,o) received lese information than at present? 
td) received more information than at present? 

7. The oost of preparing this report has been estimated at z dollar«. 
Do you oonsider that your use of the data justifies this expense? 

6»    What other reports, records, or forms are prepared from data on 
this report? 

9. Can the data on this report be had from any other souroe? 

10. Is this report easy to road and use? 

11. How long do you keep your oopy of this report? 

12. How and where do you file it? 

13. How often do you refer to it after its original UM? 
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1. Reports 

(a) Information reported.  (If this is not olearly indicated by the 
captions on the report form, enter in the appropriate columns 
or eeotions a full description of the information required.) 

(b) Period covered by the report. 

(c) Frequency of preparation. 

(d) Age of information reported. 

(e) Souroe of each part of the information. 

(f) Method of compiling data. 

(g) Method of preparing or reproducing report. 

(h) Verification or checking procedures. 

(i) 

(j) 

00 
(1) 
(m) 

(n) 

(o) 

2.    Forms 

Responsibility for preparation (organisation unit and position 
title.) 

Man-hours required. 

Number of copies. 

Complete routing of oaoh copy. 

Purpose of report. 

Use actually made of each oopy by recipients. 

Effectiveness of report.     Does it meet the requirements? 

Moat of the points of information appearing in the report oheok 
list are equally applicable to business form«.      In addition, however, 
the following supplementary facts should be gathered whenever foras 
are studied: 

(a) Volume of use. 

(b) Form cost. 

(o) Information entered at time of origination. 

(d) Volume and significane« of errors. 

(e) Information added subsequent to origination. 

(f) Approving signatures required. 

(f) Use made of each piece of information on the form, 

(h) Information transcribed to other forma, 

(i) Ultimate disposition of each oopy. 
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EXHIBIT XU 

DATA RECORDING SHEET 

WAME 

Brief Description of Use: 

Croo1í;c¡ Ey: 

Timo Issued1 

Frequency 

c 
Retention Period 

Sequence Received: 

Tima Received: 

No. of Lines 

W    Por Frc* Period   '.'MlW'y Wum* Unit Colt Uor.ihly Cod 

No. of Totols 

CtoHon Tim» 

^  -  -*• 
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3. R*pords 

(a) Information reoorded in eaoh ooluiwi or spaoe. 

(b) Source of each entry. 

(c) Volume of postings. 

(d) Frequency of pouting 

(e) Method of posting- 

(f) Responsibility for maintenance. 

(¿) Man-hours requii'ed. 

(h) Method of verifying posted data, 

(i) Method and frequency of summarizing posted data. 

(j) Equipment, in which record is filed o 

(k) Arrangement or sequence of filing, type and frequency of 
visual indexing, -:;tc. 

(l) Purpose of record; nature and frequency of references to it 
or inquiries for the information it contains; types of 
reports, if any, prepared from it. 

•lÉkMHa«. 
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AJULTTICAL METHODOLOGY IV 
ADMINISTRATIVE AUTOMATIC« 

Designing the information 
processing organisation 
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gaSJgPIQ MB. INFORJIATIOIT moCS! iSING OiyilNmTION 

&!??iJiCj^ArAâ,\ /.^LL jo our s e s 

0.      Organization system 

Analysis of controlling organisation 1. 

2.1.1 Heading procedures in chronological order 
2.1.2 Analysis of ta3ks and heading according to task joinings 

- Decision-nakinr* technique¡3 

2. Designing the equipment organization 

- Comprehensive  inout-output  3y3tem 

1410        Configurator 
2.2.1 Heading nachine-tusk joinings acoording to place in 

organization 
2.2.2 Elaboration of taaks per »achine--task joining 

3. Choice of equipment 

2.3.2     Determination of demands for necessary equipment 

- Check list daily computer scheduling 
- Occupation of the machine during a year 
- Computer characteristics (IBM/360-20) 

2.3-3     Determination of characteristics of equipment available 
2.3.4     Choice of equipment to be used 

4«      Designing the personnel organization 

2.2.6 Heading personnel-task joinings according to place in 
organization (3 x) 

- Concentric organisational diagram 

2.2.7 Elaboration of ta3ks per personne 1-tnak joining 

5»      Choice of personnel 

- Review of the most important functional categories 

2.3.7 Determination of demands of necessary personnel 
2.3.8 Determination of characteristics of personnel available 
2.3.9 Choice of personnel to be appointed 

literature 

"Computer Characteristics"; loose-leaf; concise descriptions of 
computer available on the European market;    110 pp., I965 
plus regular supplements. 
Netherlands ADP Research Centre,  Amsterdam. 

"Mew Functions in Information Processing", 
Netherlands ADP Research Centre,  Auatordam,  I963.    68 pp. 
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2SBSLÎ1ÎST -J^iK «»SLŒR 3CÎEOJLI1Î0 
(other than production runa") *    '*" 

1. 

2. 

3. 

6. 

Conversion runs - now applications 

De-bugging - revisions and now programs 

Set-up time - each run 

a.    changing tapes 

b„    entering program 

Preventive maintenance tin» 

a. daily cleaning 

b. complete maintenance - weekly 

c. reduced voltage teats 

Down time - due to system error« 

*• input errors 

b» console errors 

o. operator errors - wron£ tape eto. 

d. input data not on tii.ie 

Down time due tü machine - emergency 

». air conditioning breakdown 

b. power breakdown 

e. equipment trouble (may cause re-runs also) 
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REVIEW OF THE MOST IMPORTANT FUNCTIONAL CATEGORIES Osarti 

U 

m 

Functionary 

Syrtcns 
analyst 
or 
admin. 
organucr 

Junior systems 
analyst 
er 
junior cdmin. 
crganuer 
or 
chief 
programmer 

Systems 
programmer 
or 
programmer 
analy st 
of 
programmer 

Coder or 
IV     «»'.stint 

programmer 

Task 

Analysis of the problem h its 
entirety. 

Draft the íimdurnei al approach 
to problems. 
Supervise the ciabotation 
Record in Chan A. 

Knowledge 

Extensive know- 
ledge of admini- 
strative and 
organizational 
problems. 
Bro?d knowledge 
of the machine. 

Contact 

With the firm's 
management 
and 
departmental 
chiefs 

II 

Detailed sr.alysis of the problem 
stated in Chart A, 
Elaborate the solution in such 
a way that it can be understood 
by the department concerned. 
Organize efficient checks 
Record in Chart 3. 

Eh«tome Chart " in such a way 
that the problem can be written 
in machine languie without 
further questions. 
Organise the machin? checks. 
Record in Chart C. 

Sound knowledge 
of administrative 
and 
organizational 
problems, 
Sound knowledge 
of the machine. 

Write the programme using 
Chart C. 

Some knowledge 
of 
a danni ¿tra tivc 
a nd 
organizational 
problems. 
Thorough know- 
ledge of the 
machine 

With heads 
and staff 
or 
departments 

I 
and 

It 

Transfer 
of work 

With staff 
of 
departments 

II 
and 
IV 

Detail cd know- 
ledge of the- 
machine code 

II 
«nd 
111 

A. Flowchart in which the wiwle problem can be seen at 
a glance. 

B. Detailed flowchart in which all details oí the problem are 
clearly visible, 

C. Very detailed flowchart aid wiiolly orier.ted on machine 
on which the werk will be do.-.e. An average of 3 to 5 
machine instructivas wi.l b • necessary lo.' each symbol. 
The deuils prevent the problem 'see A and 3. from being 
clearly recojpiiabit. 

• '*i*"-j ÎUÊÊÊ ëaÊÊa '••*, 
mam^t^uaà^^mâ±^ÊÈmmmêaammi^^m^t *aM 
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ANALYTICAL IiETHODOLOGY IH 
ABKINIiTRATm MJTOiiATION 

Preparation of the detailed 
Byatems desiali 

¿ <Lk M. -MA. ¿Ji M ., i .ÎÊJÉAA '4L* M ^¡¡Mk, >A.»J fflg  |Mg|niî5-JKJ«Jfa..-_-.   .»a  „a.-,... 
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PB3PAHATI0H OP THIS DETAIIÍD SÏS1ÏÏM3 K3SI01I 

Survey of material for coursas 

1. Information,  education and training of automation staff 

2. Planning and arrangement of the detailed systems design 

- Network planning for systems study 

3. Documentation of the detailed system design 

- Chart selector 

Literature 

"Planning hy Network Analysis", 
Netherlands ADP Re search Centre, Amsterdam, 1967* 50 pp. 

'••- ' •'  ~-'- -^LàmJÊÊ^ — afc->à jb^LaJá^M^. 'f 'j¿i 
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¿HART SCUtCTOR 

OBJECTIVE CHART TO USE ILLUSTRATION OP CHART 

T* *tufl) IM e»«.yi,n.'«> 
e>f a>* |er (píriun'í 
aii-p« la an inimi 
*n4 »Ili ertenl/al»un 
•»til fci rornlitt 
IM«. 

PDBX FW>» rilARTS nlv 

» fti'liTM i|r«rrl»tl«in 
of tin* *l«'ps In Ulli1 

iMliiin; .illi'-r inliimii!» 
riTfi'ii'iii nrc.mt/n- 
llnn uiillf. TI»' mn- 
iii'f Uni; Il nu* ihn» 
III»    I'J o»   »f   »ori. 

ptscnrnei 

tpalicition prtpi'cl  for r*a*i**tiO" 

Ct**mt3, certili-n ani aps'otfcd 

license  triplets',  v»li<litt4  «id   mill 

Out'iUlei mí ncorceo 

KAIL CLECK 

T# »«airi» the ¿-talleri 
• tepi  I« a fie« «r »ark 
that  l« lull*  coeplea 
• r   lriv*i»e*   »«veral 
arcani fatten   unit*. 

KULTl-COl.l'W'   I'ROCKSS 

CHARTS »ho« Mi'p* In 
irtutT rli»»all tht.ii 
en 4 »ork Do» chart. 
-- tyisbolff are used 
te   decerlbe   it cru.' 

. Tf»»wriy the i|*iti]*<( 
It till In a relatively 
al«*.}* precettore auer; 
•t en* »ltnln a slnr.1* 
ertanitatlon   unit. 

»IKCU-COLUMK PROCESS 

CIUXTS are nl'l»n rtra»» 
en rrlnlvrt form«: vork 
Tío» • % Ihn»«, by r„n- 
»••-1 Imi II"' or/ruin- 
ât e »yabol*. 

0°AD 
oA D  » 

O ^A DT" 

Cm on Desk 

fiter   ¡n  rejiiler 

Cut  ¡MSktt 

"o file clerk 

t*> »tui»» IM rie« *r 
«••lei  *f  *   • «lu- 
tee» fere. 

»0RU DIlTRIBIlîIO«. 

CHARTS »lio» M..' Hni.- 
e«r of retit»» In ili' 
ri r« t en tuen . Th« 
fin* ef earn i«rr »f 
lliv fr.r» I a I mful 
from   wait   ta   null. 

îe layer»»« IM layout 
•f %M effl«* »e that 
«tftM*«*a«r* »t*»e «an 
M  a»*H»4. 

LAYOUT ri.O« CKAKTS 
Invnlvi' .i •ll^jrai« nl' 
Ih«   «f I i «•••   na il«'    in 
arai-   --   tii*   ria« 
fr'.* e>sk ta >|i'«k I» 
thon «y  armi». 

••> atuBiifjt IM *»»** 
1* a*> ai»ratle« r"'- 
*•• r • « <t   ay   «ne   a e. « 

CPtÄATIOH I'KtaT*. nr.- 

ul'   s.'Virili     lj|..\;     th« 
» I»»    *tll»».l   ll<   11."  lll-> I 
i'«Jit«ti IS r»iiH «mi | i 
H* r «1 I o * l i|*t> I li *- 
«••) li.-is   «I   . 'iri,  I..III.I. 

Iff!   «AUD »I CHT   hìHD 

1. Kovc  to drjw;r 

2. Pick v» eli} 

I   I. «eve tc >j;e' 

¡i  2.  Pick VJ tifici 

3.  Ho/e eli? to »aser j  3-  I * le 

U.   At'jca clij to paper a i;.  |«ic 

jJ^àaM,. 
vr f\ i  ti 







• ••«• i^^^^^pm^wi^MB^j^Bppi mmmmmm mmmmmmummp 

-5*- 

AmurncAL IETOODOLOOY iif 
ADKINUTIttTIVE AUTOMATION 

Designing the information 
processing prooedur«» 
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BMIOWIIIC THE IH3O'-WATI0:i 1*1002 J3 MC ?¡10C3»JP¿33 

-$£L /Atrial tor course s 

0. Processing system 

1. Analysis of controlling procedures 
•• 3.1.1. Heading sub-procedures in chronologioal order 
- 3.1.2. Analysis of operations and heading aooording 

to operation joinings 

I*  Designing processing system for equipment 
• 3.2.1. Hoading machine-oporation joinings according 

to place in organization 
- 3.2.2. Elaboration of operations per machine-operation 

joining 
•» Pages from procedure manual showing flow charts on one 

aide, and narrative job instructions on facing page 
• Method of presenting procedure instructions in rraphio 

form 

I«  Choioe and design of machine-bound information oarriera 
- 3.3.2. Determination of demands re maohine-bound in- 

formation carriers (2 ;:) 
• 3.3.3. Daterm nation of characteristics of maohin«- 

bound information carriers 
• 3.3.4« Choice of characteristics of machine-bound 

information carriers 

4»  •••idling a processine system for personnel 
• 3*2.6. Heading personnel-operation joinings aooording 

to place in organisation 
• 3.2.7. Elaboration of operations per personnel-operation 

joining 

J.      Obolo« and design of personnel-bound information carriere 
- 3.3.7.    Determination of demands personnel-bound in- 

formation carriers (2 x) 
• 3.3*8.    Determination of characteristics of personnel- 

bound information carriers 
• 3«3*9<    Choioe of characteristics of personne1-bouná 

information carriera 
• A opacification sheet used for spaciality forma 

Hi mini1 
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AJULÏTICAL MSraODOLOGY IN 
ADHINI3ÏUATIV3 AUTOMATION 

Designing the instruction« 
for information prooeosing 



-   r:r   - 

W3HWIN0 THS IN3OTICTI0N3 FOR INTORII.îION PROC^SIilG 

0. 

1. 

2. 

3. 

4. 

of J^orial jfjor courses 

Instruction system 

Analysis of controlling mothods 

" Í'J'J'    i?eadine Dub-sub-procedure8 in chronological order 
- 4.1.2.    Analysis of actions and heading according to 

working places 
- Plow ohart for sale pricing decision 
- 4.1.7.    Analysis of options and heading according to 

'./orking places 
- Procedure study sheet depicting requisition of material 

Aligning instruction system for equipment 
- 4.2.1.    Heading of machino-./orkins-plaoes according to 

place in organization 
- 4.2.2.   Slaboration of actions per machine-working-plaot. 

Choioe of machine-bound tools 

Designing instruction system for personnel 
- 4.2.6.    Heading of peraonnel-workinc-places according 

to place in organization (4x) 
- 4.2.7.    Elaboration of aotions per perjonnel-workinff- 

place 

Choioe of personnel-bound tools 

" i'l'l'    Dotormination of demanda personnel-bound toola 
- 4 3.3.    Determination of characteristic« of peroonnel- 

bound tools 
- 4.3.9.    Choice of personnel-bound toola to be used. 

Í    : 
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«LITIGAI KOTBOOOLOOT H 
AaraiB«ATIVl iUTOIUTKM 

Introduction of tbt 
dosi^Md qr*to« 
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i. 

t. 

1. 

Information, aduoatlon «ad ini t root ion of non- 
»utOMtion staff 

Organi sat ion and fumiahing of the computar roo« 
- Yariabla« to oonaidar in EDP-inatallation 

Conversion of old ays-Urn into now «y•ta«. 
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V«lêM« I« CNMM« In EOF ÌMUÌI«^' 

LoeaUoa of computer, general 
Allocation of »pa«, changeover 

problem 
Floor loading 
Getting equipment into huüdiaf 
Floor area 
Volume of room 
Air conditioning 

Location of temperature and 
: huwidity controll 

Air'inpuU and outlcta 
Which arcai to air condition 

Fir« protection 
Equipment layout 

'   Layout of cable trenche* 
Determining   ,i,lc lengths 
Voltage variations 
Vibration, location to reduce 
Du»t in computer room 
Floor material 
Future expansion of equipment 
Pcssible shifting of equipment 

Location of personne!, ¿esc.-al 
Programmers and s\ ¿tenia an.ilyats 
Operatori 
Supervisor of installation 
Secrctar}--reccptiû!;ist 
Maintenance 

Location of tape »(orage vault 
Location of temporary ta;.« storage 
Location of nainterancc area 
Location of punched card cr.uipnienl 
Location of punched c.ird ilo;.ije 
Location of pepvr slo.-nge. for printer 
Location of transaction reccrdc«       j 
Location of typcwrkeri 
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X 

X 

X 

X 
X 
X 
X 
X 
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X ¡X 
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X 

X 
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«AWTICAL MSTHODOLOOT » 
ASOUXSHIATXVE AUTOHATIOW 

3uptrvit3ion of th« 
introduMd uyim 

MHÜ^Mi lutai 



1.   fitti«« of pr*cUo*l •ttioimor of tin 

••   NrtrteitMoo of tho introduced lyito« 

I*    frtMBinff it» introduo«d «y-ct«* 
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