









July 6, 2004

To: Ann Lawrence, Associate Director

From: Diana Frey, Student General Manager

Proposal

I am requesting that a professional computer consultant be hired temporarily to review the Atomic program with the purpose of upgrading or replacing it with a more current database.  The goal of this effort is to provide the SMO and management team with a more reliable, user-friendly, and current computer database program.
Background

     
Prior to Atomic, the SMO used a database system called Universe, which was based on Microsoft Access 2.0.  This program was introduced in the summer of 1995 and seems to have been primarily concerned with tracking hours for payroll and payrate information.  


Atomic is based in Microsoft Access 1997 and was implemented around 1999.  It is used to keep track of almost all employee information during the semester and is essential to the major efforts of the SMO every semester, including recruitment and signing up new workers, reapplications, pay raises, and shift changes.

The Major Issues with Atomic

AGE


Atomic is based in Access 1997, and both of the SMO computers are equipped with Microsoft Office 1997 because upgrading would mean changing the version of Access, which would not permit us to use Atomic.  Seven years is a relatively long time in the age of computers, and since 1997, there have been three newer versions of Access released, including 2000, 2002, and 2003.  As the program gets older, the support available for it lessens, and it becomes less likely that our student computer consultant will be very familiar with this version of Access.
RELIABILITY


Atomic has crashed several times since I have been a part of the office staff.  The first time I remember was in late April or early May of 2003.  I was working as Commencement Coordinator at the time, and the unavailability of Atomic essentially halted the activity of the SMO.  The hiring of Commencement workers and the processing of reapplications had to be postponed until Atomic was up and running.  During the semester when Atomic shuts down, we usually close the SMO because we are unable to provide any services to our employees.  We cannot drop or add shifts, print staffing reports, process commendations or warnings, or look up any information regarding our employees.  My best estimate is that Atomic crashes once or twice a semester, but the timing is unpredictable and it can take up to two or three days before it is running again.


There are also reliability concerns about the information that Atomic gives us.  Recently, there has been a greater sense that some of the automatic functions of Atomic must be rechecked.  For example, this past week, I was trying to print out a list of workers to be reactivated in the fall with their current pay rates and social security numbers.  There is a table that can be pulled up in Atomic with this information, but it includes many workers that don’t belong on the list and is missing others who are active workers.  I had to cross check this list with the current worker box list, and even still, the pay rates for many who were abroad last year are not correct.  The problem with many of these tables and queries is that their parameters are not easy to change and it is tough to determine exactly what criteria are being used to generate the list.  
OUTDATEDNESS


This is a major problem with our current program.  Many of the tables, queries, and forms in Atomic have functions and purposes which are not known to the student management team and are no longer useful.  Atomic does not allow users to delete these extra things, so there is a lot of “junk” in the current program.  Also, the current student managers, and even the computer consultant, are not sure exactly how all of the information in Atomic is linked together.  We avoid making unnecessary changes in the tables of Atomic because we do not know how it might affect the information and functions of Atomic that we do use.

Many of the processes currently required by Student Management are difficult to do with Atomic.  The process of updating pay rates is extremely complicated and must be done by the Computer Consultant over the course of a couple of days.  Jono now has a better idea of how to process the pay raises, but there are still quite a few workers who do not have the proper pay rates on record in Atomic.  People who were abroad during the spring 2004 semester did not have a pay raise calculated for their fall 2003 hours yet.  There also seem to be a handful of people whose pay raises have not been calculated properly for several semesters.  Atomic does not allow us to make changes to individual records as far as I can tell.  Tracking pay rates and processing pay raises is a major function of our database, and it is frustrating when there are so many glitches with this area of Atomic.
NOT USER FRIENDLY

Atomic is extremely un-user friendly and inflexible.  Liz Kyonka, Office Manager for the past two years, was our most knowledgeable asset when it came to Atomic, and there were many things that she did not understand about the program.  This is not only frustrating, but also makes seemingly simple tasks very time-consuming for our office staffers because much of the time is spent figuring out how to get Atomic to do what is necessary.


Atomic does not allow its users to make individual exceptions or changes to much of the information it stores.  For example, a formal warning issued by mistake which has been entered in Atomic cannot simply be erased.  Instead, we must process a “fake” redemption form and make a note of the situation in the notes section of the Employee Information.
Opportunity for Change


Currently, the SMO is getting by with the capabilities of Atomic and tolerating its many imperfections.  However, the incoming Office Manager, Rachel Paster, and I are extremely committed to the goal of implementing a new database system which would allow us to be a more professional and reliable office for our employees and for our future replacements. We are striving to improve our organization in the student office this year, and a more up-to-date database that allows us more control and access to accurate information about our workers and their shifts will certainly help us with this goal.  Rachel has been a part of the SMO staff for two full years now and will be a great resource and support for any advances that we can make in Atomic.


I also feel that it is important to fix Atomic this summer/fall because of the large turnover in unit managers and office staff that is expected at the end of this academic year.  All but one of our unit managers and one of our office staffers will be seniors this coming year and we would like to have a new system implemented before this large group of students leave so that the new group of student managers in the fall of 2005 can be trained and reliant only on the new or updated system and not Atomic as it is now.  We hope to operate on a new version of Atomic or a new program for Spring 2005, so that the experienced group of managers can have one full semester to work out any problems that arise, and so that the outgoing group is comfortable training the incoming group on the computer.

Need for a Professional Consultant



The Computer Consultant position is charged with keeping the SMO computers operational, and is only hired for the academic year.  Jono Spiro has been in this position for the last year and has been rehired for the coming year.  He is unable to devote a large amount of time to Atomic this summer, which leaves us without a student computer resource for this project.  Furthermore, this project may be beyond the scope of what Jono can do.  


Hiring a professional consultant would allow us to keep with our timeline for implementing a new database no later than the end of Fall 2004.  It would also allow us take full advantage of this opportunity to improve the SMO computing capabilities.  Rachel and I are both eager for a change, but are not at all sure of the best choices for the SMO needs.  It may be possible to fix the problems with Atomic and upgrade it to a more current version of Access, or it may make more sense to use a database outside of Access altogether.  We are open to any of these options, but definitely require a professional computer consultant to help us move forward with this proposal.
The Present Functions of Atomic plus Future Possibilities
* Sign up new workers


- Employee Information Fields


- Shifts, past and present

* Open Shift List

* PAF people through Quick PAF or something similar
* Staffing Reports by Unit


- Cashier staffing report separate Sublists

* Search individual records by last name, first name, box #, SIS#

* Generate Box Lists

* Designate Supervisors (by means other than bench super shift?)
* Commendations and Warnings


- more visible on records


- lists of people with warnings

* Hours working per week and hours worked more visible

* Ability to Delete and Adjust things


- move archived workers to hard drive


- automatically archive graduated, terminated, and quit employees

* Pay Rates


- Hours worked and pay rate history record


- ability to change things manually

* Several levels of access for different positions (everything, everything but design, view only)

* Reapplications


- list of all available shifts (based on old shifts, but allows changes)


- ability to be in the current semester while still planning for the next (spring semester requires access to spring, commencement, and fall semesters all at the same time)

- print individual reapp forms


- list of shifts with people requesting them by unit

* Commencement Shifts


- Catering needs?

* Summer Shifts


- variable start and end dates

* Abroad Workers


- not to be archived, but not exactly active


- process their pay raises correctly

* Weekly new hires and their shifts by hired date

* Search for Employees


- by year


- by hired date


- by first or last name


- by SIS #


- by box #

* Queries


- birthday list


- number of warnings issued for a person, unit, or by date


- less than 8 hours per week


- more than 20 hours per week


- reactivation list


- labor hours total by unit


- phone list/sub list


- total hours worked

- people with carts shifts only


- box list


- supervisor box list

* Online Website Possibilities


- ability to see current open shifts


- connected to the database?

