





entry screen, where the questions on your
paper forms are given labels and where
spaces are provided to hold the answers.
The illustrations show the contact informa-
tion for agencies, the volunteer job re-
quests from agencies and the referral ac-
tivity. Each agency will have one entry
completed in the agency file, but proba-
bly will have several entries in the volun-
teer job and referral file—one entered for
each request and one for each referral.

Now, create your own. Your “palette” for
each file will be screens that hold 80 char-
acters across and 24 lines down. Use la-
bel names that are succinct, because you
will not want to waste limited screen
space. As with the illustrations, indicate
the amount of space for the answers by
using underlines—one underline for each
character. For example, for a last name,
you may wish to assign a line 15 charac-
ters long. Again, be efficient with the
space, not only because of the screen
size, but also because your computer will
have limited amounts of storage to hold all
the information from your files.

Try to make your questions (labels) as
specific as possible. The computer quick-
ly finds skills, dates, cities and other data
when they are entered into their own
space on the screen. Open-ended an-
swers should be used sparingly because
they eat up a lot of computer storage. Also,
computer searches are much slower and
less accurate when wading through infor-
mation in a text format.

Use the computer as an index to your
file information. Keep large amounts of
background descriptions in a file drawer

to be viewed after the computer has win-

nowed down matches between volunteers
and assignments to a few likely candi-
dates.

When possible, use hierarchical codes.
This best applies to skills and interests, as
illustrated by the excerpt from a Volunteer
Center’s skills listing. You will notice ma-
jor headings with specific skills. The ma-
jor headings use a letter of the alphabet,
and the specific skills have numbers.
Thus, you can ask the computer to find an
agency wanting a particular skill (B210—
Personnel Management), or you can list
the agencies wanting anyone with a busi-
ness skill (all the “Bs"). This use of hierar-
chical codes can be extended to occupa-
tions, agency types and other areas.
(Note: The Volunteer SkillsBank, a manual
published by VOLUNTEER, provides ex-
tensive examples of skill categories and
other information you may wish to put in a
computer file.)
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Skill Categorization Sample

A - Agriculture/Environment/Animals
100 General

110 Animal Care

120 Ecology

130 Energy Use

140 Environmentalism
150 Farming

160 Forestry

170 Gardening

180 Landscaping

190 Naturalist

200 Nuclear Energy
210 Soil Management
220 Solar Energy

230 Water Use Conserv.
240 wildlife

250 4-H Clubs

400 Other

B - Business Management
100 General

110 Accountant

120 Banking/Loan Systems
130 Bookkeeping

140 Budgeting/Cost Analysis
150 Computer Management
160 Development/Fundraising
170 Financial Planning

180 Grantsmanship

180 Management Training
200 Marketing/Advertising
210 Personnel Management
220 Program Development
230 Program Evaluation

240 Property Management
250 Public Relations

260 Tax Analysis/Reporting
270 Other ’

This illustration also points to the need
to have more than one file to hold the data

on an agency's requests. Trying to put all
the information you need into one file
would create an impossibly large entry,
because any one agency may have sever-
al volunteer job requests and referrals
pending. But because these files are built
with a “relational” data base package, the
job and referral entries are “joined” to the
agency information when a report is need-
ed with information from each. This is ac-
complished by linking the agency ID and
the JOB numbers.

This article is not going to get any more
technical on these points. That is what
your volunteer computer whiz is going to
do for you. Carrying out this exercise,
however, should help your computer vol-
unteer understand what information is go-
ing into the computer and how many files
need to be set up to handle the job.

You go through a similar exercise for
your output reports (on the screen or print-
er). Paint the report formats you want,
identifying the data that go into the report,
how they appear on the report (what is on
the first line, second line, etc.), and how
you want the report organized (in order by
zip codes, last name, skill code, etc.). See

Report Sample

In the accompanying sample, the report
uses abbreviations for how a skill may be
applied:

DIR = direct assistance to an individual
ADM = Administrative assistance to an
organization

BRD = Board participation

TRN = Trainer
1 = "interest”
2 = skilled

3 = highly skilled
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e Full Report of Volunteer Information °
® §10045 Abel Lewis HPhone 522-6614 ®
673 Buckingham Place Milwaukee WI 54612 WPhone 331-2300 °
* Occp: Public Relations Manager Wislon Tool & Dye
e Client Pref: Teens, Handicapped Areas: NW SW .
Referral Pending? N Last Placement: City Baseball League 4/1/85
° °
° Ski11 Name . Code DIR ADM BRD TRN °
° Fundraising B160 2 2 2 1 PY
Marketing B200 3 3 3 2
o Public relations B250 3 3 3 3 [
French L140 2 .
hd Baseball coach R210 2 2
° ®
° °
® o
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