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Chapter· 1 

I~~TRODUCTION 

Since the beginning of time man has made decisions 

based upon available information. As societies became more 

complex, more information was needed to make good decisions 

that would attain the desired results. Educational insti­

tutions have experienced this same problem as they have 

grown in size over the years. 

As u~iversities have grown in enrollment and budget 
and as their functions have become more complex, with 
respect to both internal and external commitments and 
responsibilities, the management of universities has 
beco~e an increasingly difficult task. Intelligent 
decision making reqUires a great variety of complex 
information if it is to be carried forward effectively 
toward the end that the utilization of the human, phys­
ical, and financial resources of the university will be' 
optirai zed .1 

There is an increasing demand for personnel infor­

mation about e~ployees of colleges and universities both 

from within the ir.stitution, where the ad~inistration is 

constantly in need of more and better information for making 

decisions on effective utilization of employees, and outside 

t .....c2: -institution where fast and accurate information-is needed 

for comparative studies. The Western Interstate Commission 

lCharles B. Johnson and William G. Katzenmeyer, 
!~anage~ent Inrorrnation Systems in Higher Education: The 
S~ate of the A~t, p. v

J t 

1 
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for Higher Education is working on the development of a 

uniform system of reporting institutional information for 

all of higher education. 2 If such a system could be estab­

lished, it would facilitate the gathering of data so that 

studies could be made from current data rather than from 

data that was three or four years old, because it took that 

long to secure the data from all sources. The institutions 

themselves would also benefit from such a system, because· 

it would provide them, ~~ithina reasonable period of time, 

the information required to make intelligent administrative 

decisions regarding the ~ptimal use of employees. 

Not only is time an important factor for estab­

lishing a computerized system to handle data but the data 

itself is more reliable since it is normally checked and 

re-checked for accuracy before it goes into the computerized 

system. 

THE PROBLEM 

To a limited extent colleges and universities have 

made attempts to put part of the personnel data of their 

employees on various types of data processing equipment, but 

much remains to be done in this area. In most instances the 

personnel data on computers is far from complete and not 

always available in the format requested by either the 

ad~inistration or an outside agency. 

2John L. Green, Jr. and Z~r~J c. Grothjohn, Adminis­
trative Data Processing in Higher EQucation, p. vi (preface). 
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StatemeLt of the Problem 

The purpose of this study was (1) to determine as of 

February, 1972, the extent to which personnel data of 

employees of the state colleges and universities in Kansas 

was maintained on computer and (2) to develop a recommended 

computerized personnel data system that could be used at 

Kansas state Teachers College of Emporia. 

Hvpothesis 

No personnel data of employees at state colleges 

and universities in Kansas was maintained on computer as of 

February, 1972. 

ImpOrtance of the study 

The administration. of a college or university should 

be provided with complete and up-to-date information in all 

areas where decisions have to be made and should know what 

the probable cons·equences will be for each of the alterna­

tives available to them before. a final decision is made on 

a problem. 

T~e growth of the American college and university in 
this century has been spectacular and has now reached a 
poi~t of near-crisis for those charged with administering 
this dynamic enterprise of higher education. Enrollment 
of students has skyrocketed from the 1900 level of 
250,000 to the present level of 3,500,0003 and is on its 
way to an anticipated 10',000,000 by 1975. 

According to the business manager at Kansas state Teachers 

College of Emporia, the state board of regents and the state 

3ur.ive~s~tV-College Information System-IBM D2ta 
Processing Ap~lications, p. 1. 
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legislature in Kans&s are r~quiring greater detail and 

accuracy in pl",-nning and justifying fund requests. "With 

the rising cost in higher education, it is increasingly 

important to find ways to utilize available resources more 

effectively. ,,4 

The payrolls at most colleges and universities 

comprise over 70 percent of their total annual operating 

budgets. In fiscal years 1969, 1970 and 1971 at Kansas 

State Teachers College of Emporia payrolls averaged.a 

fraction over 76 percent of the total operating budgets and 

for the next fiscal year starting July 1, 1972, payrolls 

will account for 77.5 .percent of the total operating bud­

get. This information was obtained from the budget officer 

for the college. 

To utilize college and university payroll funds more 

effectively it is important that every opportunity be taken 

to save money through promot:j.on from within and to otherwise 

use each employee in the type of work that best suits his 

talents, abilities and experience. An illustration of how 

a promotion can save money can be show~ in the promotion of 

a Clerk-Typist II in the state classified service to a 

Secretary I where the Clerk-Typist II was receiving $411 

per month and goes to $432 which is the first step of the 

Secretary I salary range. This would allow the hiring of a 

new Clerk-Typist II at a starting.month1y salary of $372 

4Green and Grothjohn, Ope cit., p. vi (Preface). 



5 

which would be a net savings on the promotion and new hire 

ot $39 ($411 - $372) per month. Because faculty and admin­

istrative positions at state colleges and universities in 

Kansas are unclassified (not assigned to specific salary 

ranges), it would be difficult to illustrate a savings in 

payroll dollars because of a promotion from within rather 

than bringing someone in from the outside, but such a 

savings could occur since those promoted in this area are 

usually already at the higher salaries. 

?o have the information on all personnel working 

tor a college or university in a form that is complete, up 

~o date, readily available and accurate, it must be main­

tained on some type of computerized personnel data system. 

Only the~ will the administration have information on all 

current employees whenever the information is required or 

an opening occurs. With such a system the administration 

may find the person, with the background and experience 

needed for an opening, already employed by the institution. 

If this should be true, the administration may not only save 

money on salaries but also save time and money that might 

have been spent looking for a qualified person outside the 

institution. 

The net results of a computerized personnel data 

system could be a more efficient and effective use of the 

institution's employees and payroll funds. 5 If the 

5university-colleqe Information System-IBM Data 
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employees know the institution where they are employed 

c~intains an up-to-date personnel data system and a pro­

~otion policy similar to the one set out in the preceding 

paragraphs, they know they will be considered for any 

openings for which they qualify before the administration 

would start looking elsewhere. An institution with a work­

able promotion policy may gain higher employee productivity, 

Willingness of the employee to learn new and different jobs, 

and self-improvement by the employee on his own time. All 

of this will lead to improved employee morale and to the 

e~couragement of cross training of employees within a 

department. Cross training can prove very valuable whenever 

an employee in a key position takes a vacation, becomes sick, 

or ter.mi~ates his emploYment and an immediate replacement is 

needed to keep up with the work-load of the department. 

Furnishing information to other institutions in a 

usable form and within a reasonable period of time is also 

very important. The Western Interstate Commission for 

Higher Education is trying to develop a uniform system of 

reporting for higher education which would be based upon a 

good management information system on some type of automated 

data processing system. 6 

For these reasons it is important to develop an 

adequate management information system on an electronic 

Processing ADplication, p. 9 •. 

6Ibid ., p. vi (Preface). 
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computer which should include complete information on all 

employc0s. 

Delimitations 

This study was delimited to the analysis of the 

extent to which state colleges and universities in Kansas 

utilize computers in maintaining personnel data on their 

employees as of February, 1972, and of the need for a man­

agement information system on computer to handle personnel 

data at Kansas State Teachers College of Emporia. A tech­

nical knowledge of computers was not necessary for this 

study and, therefore, the study does not include technical 

information about computers. 

DEFINITIONS OF TERMS USED 

Three basic terms in this study that may not be 

fw~liar to individuals not knowledgable about computers 

have been defined, because they are a key to the development 

of an understanding of any study of computer orientated 

personnel data systems. The term ttpersonnel Data System" 

has not been defined separately since it is a part of a 

management information system and falls within that defi­

nition. 

Management Information System (MIS). ttA management 

information system. is a management-oriented system char­

acterized by information elements structured into a data 
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base serving the information requirements of policy and 

operating management. 117 

Data base. liThe data base of the management infor­

mation system contains elements of information which have 

been structured to form the workable base of the information 

system. 118 

Random access storage. IIA storage technique in 

which the time required to obtain information is. independent 

of the location of the information most recently obtained. 119 

METHODS OF PROCEDURES 

In searching for. material for this study, the writer 

utilized the school library and found three books that had 

relevant material. No periodicals could be found that con­

tained material for this study in the school library. The 

library maintained by the director of the Kansas State 

Teachers Collage of Emporia Data Processing Center provided 

t~~ee publications printed by I.B.M. CorpOration that 

were used in parts of this study. The Kansas State Teachers 

College of Emporia business manager furnished the material 

from the Western Interstate Commission for Higher Education, 

a copy of the booklet Administrative Data Processing in 

7Norrnan L. Enger, Puttina ¥crs to Work (American 
xanagement Association Inc., 1969), p. 14. 

8 I bid., p. 40. 

9Ibid., p. 235. 
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Higher Education, and budget information on 'the college pay­

rolls and related material. 

After reviewing all of the above related. literature, 

a questionnaire was designed to gather data fo~ this study. 

The designing and testing of a questionnaire was relatively 

easy because of the detailed existing structure for per­

sonne1 data found in the material prepared by the Western 

Interstate Commission for Higher Education. lO The ques­

tionnaire was used to determine how much of the personnel 

information recommended by WICHE was actually being main­

tained on computer by each of the state colleges and 

universities in Kansa~ and how certain groups of questions 

were answered by these institutions. 

The questionnaire, which is in the Appendix, was 

designed so that only a check mark needed to be placed in 

the column headed "yes" if the information were on computer 

and a check mark in the "no" column if it were not. They 

were mailed to the state colleges and universities in 
I 

Kansas on February 1, 1972, and the last completed ques­

tionnaire was returned on February 15, 1972. Six tables 

were made from the data on the completed questionnaires to 

indicate in detail what items were on computer at the 

various state colleges and universities and the response of 

lOCharles R.. Thomas, Data Element Dictionary: Staff 
pp. 16-33. 
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t~ese institutions as a group on various segments of the 

questionnaire. 

The method of procedure followed for the second part 

of the problem, which was to recommend a computerized per­

sonnel data system that could be used at Kansas State 

Teachers College of Emporia, was based upon contact with the 

present administration's needs at various levels, the needs 

of sources outside the institution (using WIeHE's recom­

mendations as a guide), and an evaluation of what items 

could be included as a practical matter in such a comput­

erized system. 

The resources used for information in the first part 

of the problem proved to be useful in establishing a pro­

posed computerized personnel data system for higher edu­

cation. Then carne the process of modifying the system to 

the particular needs of Kansas State Teachers College of 

Emporia, both internally and external'ly, and the further 

modification of determining, for practical reasons, those 

items that could not be included in the computerized 

system. 

A recommended time table was planned to complete 

the computerized personnel data system so that it could be 

~ccomplished in an organized manner with all interested 

parties included in the establishment of the system. Much 

of this material came from the booklet Administrative Data 

Processing in Higher Education. 
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Chapter 2 presents those various sources that were 

~sed to gain a knowledgable background as to what had been 

ceveloped in the way of management information systems in 

r~gher education prior to February, 1972. Some of these 

sources were written for commercial or industrial manage­

ment information systems but. proved to be valuable in 

obtaining an insight into the workings and structure of 

any good management information system. 

The narrower aspect of this study, which deals only 

with a personnel data system in higher education, did not 

detract from the value of the related literature which was 

involved, for the most part, with complete management infor­

mation systems. The procedures and steps that are needed to 

establish a computerized personnel data system are basically 

the same as those needed to establish a complete management 

information system. 

In Chapter 3 the data acquired through the ques­

tionnaires completed by the state colleges and universities 

in Kansas were recprded on various tables. A written com­

mentary on items found to be on all computer systems of 

these institutions and those not found on any computer 

systems was included in this chapter. A brief discussion 

on the remaining items on the questionnaire was also 

included. 

The methods, procedures and data base for arecom­

mended computerized personnel data sYstem for Kansas State 

Teachers College of Emporia was outlined in Chapter 4. 
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Chapter 5 su~arized all of the material in the four 

preceding chapters and focused on the problem stated in 

Chapter 1. After summarization, the original hypothesis 

was reviewed and certain conclusions were made after con­

sidering the results of the data obtained from the ques­

tionnaires. 

Recommendations were made about expanding the per­

sonnel data bases at the state colleges and universities in 

Kansas to both improve their information service to outside 

sources as well as the administration of their institutions. 



Chapter 2 

REVIEW OF RELATED LITERATURE 

Prior to the writing of this thesis little had been 

written about management information systems. Much of the 

material which was available came from technical information 

manuals published by computer equipment manufacturers. These 

manuals were designed for the most part for business rather 

than education. They were very general in nature and very 

few of them dealt specifically in the area of a data base 

for either personnel information or management information 

systems for higher education. 

One of the forerunners in'designing a uniform system 

of reporting for higher education was the United States 

Office of Education which put together the Higher Education 

General Information System for institutions of higher 

learning in reporting the various aspects of their oper­

ations. l While this type of system does provide an outside 

source with needed'information, it does not solve the problem 

of the institution's needs or exactly how the institution is 

to gather and compile the needed data. 

At present, the administrator who sees the need and 

the responsibility for the development of an adequate 

lJohnson and Katzenmeyer, Ope cit., p. 79. 

13 
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management information system can find little assistance in 

published form. Only a modicum of information is available 

that will enable him to utilize the accumulated experience 

of others in making decisions relative to the bUilding of a 

successful system at the lowest cost with the highest return 

on his investment. 2 

R. L. Martino in his book Information Manaqement 

covers the subject'of management of information in a non­

technical manner so that mana~ement personnel should be 

able to read this book and have a fair understanding of the 

concepts and applications of ,computerized management infor­

mation systems as they relate to private industry. An 

application which he lists in his book is how a computerized 

information system can work in the area of personnel place­

ment where a skills inventory is maintained for immediate 

reference whenever needed. As a position opening occurs, a 

search can be made to see if anyone presently working for 

the company meets the qualifications for the open position. 

"The skills inventory is just one of many personnel functions 

which can be aided by automation. ,,3 A management information 

system should have these three attributes I (1) measure the 

impact of de~isions either before or after they are made, 

(2) measure the environment (because management can neither 

2Ibid ., p. vi (Preface). 

3Dr • R. L. Martino, Information Manaqement· (MDI 
Publication I Management Development Institution, 1968), 
p. 15. 



15 

control nor forecast the effect of changing external circum­

stances), (3) react in an appropriate timeframe so that 

management can learn of the development of potential trouble 

areas in time to take appropriate action. 4 

Mr. Martino made an interesting point that must be 

kept in mind when considering the installation of a com­

puterized informatiol1system. 

We must, however, make certain that the information 
pays for itself. Information is a product and like any 
product has an expense associated with it. This expense 
must be out-weighed by the value of the information if 
we are running ·our business wisely.5 

In Putting MIS to work Norman L. Enger reviews the 

history, design and operating characteristics of computer­

based management information systems. He stresses that 

management must have firm control in the development of 

management information systems and must state what the 

objectives of the system are to be. 6 

Management must create an organization structure for 
these systems to permit their successful development. 
A clear line of authority and respOnsibility must be 
created from the presid;nt to the executives responsible 
for system development. 

When a management information system is being 

developed it is important that ttthe definition of information 

4Ibid., p. 156. 

5Ibid., p. 157. 

6Norman L. Enger, Puttinq MIS to Work (American 
Management Association Inc., 1969), p. 216. 

7Ibid., p. 218. 
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requirements and relationships should recognize both present 

and future needs. "a The establishment of a complete data 

base is one of the first steps that must be accomplished 

when setting up a new ~anagement informatio~ system. Another 

important matter to consider during the organizational stages 

of setting up a management information system is the ease 

with which information in the data base can be added or 

deleted and the speed with which information in the data 

base can be retrieved. The information in the data base 

can be sequential, list, or random access. For retrieval 

9and updating purposes it is best to have random access.
 

Not only should all imput into the data base be
 

checked and rechecked before it enters the system but an
 

, error detection procedure should be established before the 

system becomes operational. The data base should also be 

periodically audited to see that the information is cor­

10rect. 

John L. Green, Jr. and Harry C. Grothjohn co­

authored a monograph which they entitled Administrative Data 

Processing in Higher Education. In this publication the 

authors have listed the general procedures that should be 
I 

followed by those who are establishing an Administrative 

Data Processing Center, the recommended steps that should be 

8 Ibid., p. 47.
 

9Ibid., p. 42.
 

lOIbid., p. 47.
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taken to acquire a computer, and the actual operation of 

such a center. 

If top management feels that an Administrative Data 
Processing Center might be of valu~ to their insti ­
tution, one of the first actions which should be taken 
is the appointment of an A~nistrative Data Processing 
Planning/policy Committee. 

The members of this committee should have broad adminis­

trative experience in order to define problems and describe 

benefits to be derived from the system. The committee 

should also include several individuals who have technical 

knowledge of computer usage and applications to help keep 

the committee within the realm of practioalness. 12 The 

committee will have a difficult assignment, and the admin­

istration should make certain that all departments in the 

instituti~n are prepared to provide information and assist ­

ance when needed. 13 

The committee should develop a long-range Infor­

mation Systems Development Plan for management approval and 

assume a permanent role as a policy-making group in setting 

priorities for systems design and development functions. 14 

The ISD Plan should describe in considerable detail 
the efforts of the institution to bring new techniques 
and revised management philosophy with respect to auto­
mated information systems. The ISD Plan should be 

IlGreen and Grothjohn, Ope cit. , p. 4.
 

12Ibid• , p. 4.
 

13Ibid• , p. 5.
 

14Ibid• , p. 6. 
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developed and presented in terms of the major sUbsystems 
which will initially comprise the overall system to be 
supported. 1S 

A Seminar on Management Information Systems I The 

State of the Art was held at Duke University, June 24-27, 

1969, and the pUblication Management Information Systems in 

Higher Education a The State of the Art was put together by 

Dr. Charles B. Johnson and Dr. William G. Katzenmeyer using 

the seminar papers for the main part of the book with addi­
16tional comments by the editors and other commentators. 

This volu~e was divided into three parts but for this study 

only Part I was used since Part II and Part III covered 

other aspects of management information systems not per­

tinent to the sUbject of this work. 

The primary function,of Part I is to provide basic 
information about the approaches to management infor­
mation systems in the aspects of development, theol ,'principles, organization, and resource allocation. 

A look at almost any institution with a computer 

data processing center will reveal that the administration 

will get very little usable management information. inci­

dentally as a by-product of computer processing of insti ­

tutional data. If the administration wants usable manage­

ment information, the system must be planned specifically 

for this purpose.18 

lSIbid., p. 10.
 

l6Johnson and Katzenmeyer, Ope cit., p. v (Preface).
 

l7Ibid., p. vii (preface). l8Ibid., p. 30.
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Information needed for a college to function can be 
divided into three levels--(l) information for manage­
ment decisions and planning, (2) information for con­
trol, and (3) information for operations. 19 

Most colleges and universities have done quite well in 

utilizing their computer centers to process student records, 

payrolls, departmental budget controls, etc. (levels 2. and 

3), but very few institutions have even begun to utilize 

this equipment to furnish information for management deci­

sions and planning. 20 

The steps in the development of an information 

system may be listed as follows. 

1. Specification of goals and objectives of the 

system. 

2. Specification of fixed system requirements. 

3. Development of the system to fulfill the goals 

and objectives as efficiently as possible. 

4. Compromise as necessary. 

5. Test qf the system. 

6. Revision as necessary. 

7. Implementation.
 

8 • Eva1 uation •
 

9. Repeat of steps 1-8. 

These are not wholly discrete steps; certainly, 
there will be overlap between steps. In general, how­
ever, tasks Should be performed in the order indi­
cated. 21 

19Ibid., p. 30. 20Ibid., p. 29. 

21Ibid., p. 33~ 
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Steps one and two should be performed by management 

since only they can provide this information. The systems 

analyst ~hould do step three. The remaining steps should be 

done jointly by both management and the systems analyst. 

Many times management has a 'tendency to slight its respon­

sibilities in $teps one and two by saying they do not know 

anything about information systems so the systems analyst 

should deter.mine What they need. What usually happens when 

this situation occurs is the system does not adequately 

serve the needs of management and the systems analyst is 

accused of exceeding his authority for systems development. 22 

The Data Element Dictionary' Staff prepared by 

Charles R. Thomas for the Western Interstat~ Commission for 

Higher Education 'is the second of six sections which will 

eventually make up the total Data Element Dictionary.23 

This section is broken down into four categories which are 

demographic data (vital ~tatistics), training and profes­

sional data, employment data, and activity data. 24 

The purpose of the Data Element Dictionary' Staff 

was to make it possible to derive data which would be truly 

comparable for interinstitutional comparisons but still 

allow complete institutional autonomy in such matters as 

22Ibid., p.' 34,. 

23Charles R. Thomas, Data Element ,Dictionary. Staff 
(Denver, Colorado. WICHE, 1969), p. 3. 

24'Ibid., p. 8. 
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coding and file structure. Not all of the elements listed 

should necessarily be kept in a staff file. For example, 

several of the elements would have to be stored in histor­

ical record files as. updated versions of the elements were 

collected. The method of storage for such historical data 

would be an institutional prerogative as far as WICHE would 

be concerned. 25 Several suggestions were made by WICHE on 

what the institution should consider when coding and setting 

up a system ·to handle this.information. 

In personnel and payroll management are found the 
functions which deal with employees, the most valuable 
resources of the institution, and one that accounts for 
a large portion of its total expenditures. 26 

Personnel rec~rds are made up through the procedure of col­

lecting, recording, and analyzing of facts about employees. 27 

A problem always facing personnel offices is keeping informed 

on the status and progress of each employee. 28 When all 

information on an employee is maintained within a system, 

management has quick access to names of people who might fit 

any specific personnel assignment. 29 

25Ibid., p. 6. 

26College and University Administrative Applica­
tions-IBM, p. 29. 

27personnel Records-IBM Data Processing (Accounting) 
(1955), p .. 5. 

28 .Ibid., p. 14 •.
 
29


University-College Information System-IBM Data
 
processing Applications, p4 9.
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In summary of the literature pr~sented in this 

chapter the following items are listed as the main pointsl 

1. If a management information system is being 

considered, the first step is .to establish an Administrative 

Data Processing P!anning/policy Commdttee. 

2. The committee should develop a long-range Infor­

mation Systems Development Plan. 

3. Management must take and maintain control over 

the management information system. 

4. Future as well as present needs must be con­

sidered at all stages of development of an information 

system. 

5. A complete data base must be maintained and 

constantly updated for any information system. 

6. Institutions of higher education in general have 

done very little in the way of developing their own manage­

ment information systems to help their administrators handle 

the many complex problems theY,face each year even though 

the answers .to these problems may have wide and far reaching 

affects for years to come. 

7. At the present time no device or method has been 

developed to evaluate the intrinsic value of providing an 

administrator with all available information on a problem and 

the probable results of alternate avenues of action available 

to him under the circumstances. Therefore, the benefits of a 

management information system cannot always be directly tied 
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to a reduction in expenditures as can be shown in a control 

or operational information system. 

8. The most valuable. resources of an institution 

of higher education are its employees who account for a 

large portion of its annual budget. Therefore, in personnel 

a~d payroll management are fo~~d the functions which deal 

with employees and -should be considered a very important 

part of a-management information system. 



Chapter 3 

PRESENTATION OF DATA 

After reviewing all the material and related liter­

ature used in this study and discussing the matter with my 

advisor, Dr. Lloyd Edwards, the decision was made to prepare 

a questionnaire based upon the data base recommended by the 

Western Interstate Commission for Higher Education in its 

Data Element Dictionary. Staff to gather data for this 

study. This data base is not to be considered by any means 

complete but it does contain most of the data that should 

be maintained on any management information 'system which is 

to include personnel data. l The questionnaire used to pro­

vide the information for this chapter can be found in the 

appendix. 

The questionnaire information furnished by the seven 

state colleges and universities in Kansas is shown on 

Table 1 by the total number c;>f items on and off the computer 

system of each institution as well as the combined average 

for all institutions. Kansas State University had the most 

information on its computer system of any of the institutions 

, and Pittsburg State College and Fort Hays State College had 

the least amount of information. The Kansas University 

l' ' 
Thomas, Ope cit., pp. 16-33. 
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Table 1
 

Personnel Information Maintained on Computer
 
as Indicated by State Colleges and
 

Universities in Kansas
 
February, 1972
 

Items on Per Cent Items Not on Per Cent 
Institution Computer of Total Computer of Total 

Kansas State
 21 66
 11 34 
University
 

Kansas
 18 56
 14 44 
University
 

Kansas State
 16 . 50
 16 50 
Teachers
 
College
 

Wichita State
 16 50 16 50 
University
 

K.	 U. Medical
 15 47 17 53 
Center
 

Pittsburg
 11 34 21 66 
State College
 

Fort Hays State
 11 34 21 66 
College
 

Average
 15 47 17 53 
~ 
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Medical Center had the same number of items on their com­

puter system as the overall group average in this area. 

Five institutions were at or above the overall group average 

for items on computer and two institutions were below the 

group average. 

Table 2 shows the results of the first thirteen 

items on the questionnaire which have been ,grouped under the 

heading of "Personal Data Questions." The legal name of 

each employee (Question 1) is maintained on computer at all 

but two of the institutions. The same is true for Questions 

5 and 7 on sex and dependents. All but one institution 

maintains birth data (Question 3) on all employees. The only 

unanimous affirmative answers to any q~estions shown on this 

table were on Questions 2 and 6 (social Security Number and 

Marital Status). There were four questions that brought a 

negative response from all institutions. These questions 

were number 4, 8, 11 and 13 (Birth Place, Information on , 

Spouse or Relative, Military Status and Physical Handicap). 

Of the remaining questions on this table (Questions 9, 10, 

and l2)·the majority of the institutions did not maintain 

this information (Citizenship Status, Race and Office 

Address) on computer. 

Only four questions from the questionnaire are 

included on Table 3 under the heading of "Educational Data 

Questions." Two institutions maintained information on 

Highest Degree or Diploma (Ouestion 16), one institution 

maintained information on Undergraduate Education and 
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Table 2 

Personal Data Questions Completed by State
 
Colleges and Universities in Kansas•
 

. February, 1972
 

Question KU Med. KU KSU WSU Pitt. Hays KSTC 
Numbers 

1.	 Legal Name 1 1 1 1 1 2 2 

2.	 Social Security 1 1 1 1 1 1 1 
Number 

3.	 Birth Date 1 1 1 1 2 1 1 

4.	 Birth Place 2 2 2 2 2 2 2 

5.	 Sex 2 1 1 1 2 1 1 

6.	 Marital status . 1 1 1 1 1 1 1 

7.	 Dependents 1 ,1 1 1 2 2 1 

8.	 Name, Relati9n- 2 2 2 2 2 2 2 
ship and address 
of Spouse or 
Other Relative 

9.	 Citizenship 1 1 1 2 2 2 2 
Status 

10.	 Race 2 2 2 2 2 2 1 

11.	 Military status 2 2 2 2 2 2 2 

12.	 Office Address 1 2 1 1 2 1 2 

13.	 physical 2 2 2 2 2 2 2 
Handicap 

*The number "1" means t,he item. is on computer and 
the number "2" means the item is not 01'1 computer •. 
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Table 3
 

Educational Data Questions Completed by State
 
Colleges and Universities in Kansas.
 

February, 1972
 

Question KU Med. KU KSU WSU, Pitt. Hays KSTC 
Numbers 

14.	 Undergraduate 2 2 1 2 2 2 2 
Education 

15.	 Graduate 2 2 1 2 2 2 2 
Education 

16.	 Highest Degree 2 2 1 2 2 2 1 
or Diploma 

17.	 Post-Doctoral 2 2 2 2 2 2 2 
Education 

•The number "1" means the item is on computer and 
the number "2" means the item is not on computer. 
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Graduate Education (Questions 14 and 15) and none of the 

institutions maintained information on Post-Doctoral Edu~ 

cation (Question 17). 

Three questions from the questionnaire, make up 

Table 4 which has a heading of "professional Data Questions." 

None of the institutions maintained any of the information 

set out in these questions (Questions 18, 19 and 20) on 

Professional Licenses, Certificates and Registrations, 

Special Competencies and Publication Record. 

The remaining questions on the questionnaire are 

included in Table 5 under the heading "Appointment Data 

Questions." All inst;'tutions maintained information on 

Account Number, Appointment Percentage, Appointment Salary 

and Academic Rank (Questions 23, 24, 25 and 27). All but 

one institution had Appointment Title, Appointment Code and 

Appointment Period (Questions 21, 22 and 26) on computer. 

Most of the institutions had Appointment Effective Date and 

Appointment Type (Que~tions 30 and 32) on computer but did 

not have Support Staff Skill Level, Tenure Status and 

Appointment Expiration Date (Questions 28, 29 and 31) 

included on their computer system. 

Table 6 summarized the information shown on Tables 2 

through 5 and indicates an average percentage for all seven 

state institutions for both those items actually on computer 

and for those items not on computer. As a group these 

institutions had most of the Appointment Data for their 

employees on computer (73 percen~). Less than half (47 
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Table 4
 

Professional Data Ouestions Completed by State
 
Colleges and Universities in Kansas.
 

February, .1972
 

Question . KU Med. KU KSU WSU Pitt. Hays KSTC 
Numbers 

18. Professional 2 2 2 2 2 2 2 
Licenses, , 
Certificates 
and 
Registrations 

19. Special
Competenc1e. 

2 2 2 2 2 2 2 

20. Publication 2 2 2 2 2 2 2 
Record 

*The nwnber "1" means· the item is on computer and 
the number "2" means the item ia not on computer. 
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Table 5
 

Appointment Data Questions Completed by state
 
Colleges and Universities in Kansas*
 

February, 1972
 

Question KU Med. KU KSU WSU Pitt. Hays KSTC 
Nu-nbers 

21.	 l..ppointment 1 1 1 1 1 2 1 
Title 

22.	 Appointment 1 1 1 1 1 2 1 
Code 

23.	 Account Number 1 1 1 1 1 1 1 

24.	 Appointment 1 1 1 1 1 1 1 
Percentage 

25.	 Appointment 1 1 1 1 1 1 1· 
Salary 

26.	 Appointment 2 1 1 1 1 1 1 
Period 

27.	 Academic Rank 1 1 1 1 1 1 1 

28.	 support staff 2 ·2 2 1 2 2 1 
Skill Level 

29.	 Tenure Status 2 1 1 2 2 2 2 

30.	 Appointment 1 1 1 1 2 1 2 
Effective Date 

31.	 Appointment 2 1 2 2 2 2 2 
ExpiratiQ~ Date 

32.	 Appointment 1 1 1 2 1 2 1 
Type 

*The nu.'"iber "1" means the item is on computer and 
the number "2 11 means the item is not on computer. 
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Table 6
 

Grouping of Information Furnished by State
 
Colleges and Universities in Kansas
 

February, 1972
 

Groupings Average % of Items Average 10 of Items 
on Computer Not on Computer 

Personal Data* 47 53 

Educational Data** 14 86 

Professional Data*** 0 100 

Appointment Data**** 73 27 

*Por details see Table 2 

** For details see Table 3 

*~* For details see Table 4 

**** For details see Table 5 
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percent) of the Person~l Data on their employees was main­

tained on computer. In the area of Educational Data only 

14 percent of the items was on computer and for Professional 

Data there was zero percent on computer. 

The data obtained from the questionnaire indicates 

that the state colleg~s and univ~rsitie3 in Kansas had done 

very little in the way of developing a good data base for a 

computerized personnel data system at their institutions. 

Nostof the data presently on computer at these institutions 

was of the type needed for payroll processing purposes and 

related areas. Relatively little information was maintained 

in the areas' of educational and professional data by these 

insti tutions. 



Chapter 4 

COMPUTERIZED PERSONNEL DATA SYSTE~~ 

The development of a computerized personnel data 

system. which was. the second part of this study. was based 

mainly on information obtained from the related literature 

set out in Chapter 2. The actual items to be included in 

the data base for the system came from the questionnaire 

used for this study. and suggestions from Dr. stanley J. 

Laughlin. Director of Institutional Studies at Kansas State 

Teachers College. and Dr. M. Lloyd Edwards. Director of the 

Kansas State Teachers College Data Processing Center and 

Bureau of Measurements. 

Careful planning must be done before starting to put 

together a complete management information system or even a 

segment. such as one that would handle personnel data. This 

planning should be done t.hrough an Administrative Data 

Processing Planning/policy Committee which should be a per­

manent Committee composed of experienced administrators and 

those with experience and knowledge of the workings of com­

puter systems. This committee should develop a long-range 

Information Systems Development Plan and see that steps are 

taken to implement thel plan as developed. Future as well as 

present needs must be considered at all stages of, development 

of the information system and revisions made where necessary. 

34 



35 

Management, working through the committee, must take 

and maintain control of the management information system if 

it is to really become a management tool. There are certain 

areas where no one but management should have the final 

authority, such as determining the goals and objectives of 

the system and the information that must be a part of the 

system. The systems analyst should be given the responsi­

bility to develop as efficiently as possible the system to 

fulfill these ~oals and objectives. 

Compromise is a very important element in developing 

a management information system. For example, management 

may want a certain piece of information included in the 

system but the systems analyst believes that the inclusion 

of the information would be costly to secure and maintain 

and would not be really vital to the system. If the data is 

not one of the "must" pieces of infonnation, management may 

agree that it need not be included. 

RECOMMENDED SYSTEM 

The data base for the computerized personnel data 

system for Kansas state Teachers College of Emporia should 

include but. not necessarily be limited to the followingl 

1. Legal name of employee 

2. Social Security. Number 

3. TIAA or CREF Number 

4. Birth Date 

5. Birth Place (City, County, State and country) 
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6. Sex of employee 

7. Current Marital Status 

8. N~\~er of dependents 

9. Nurr~er of dependents claimed on pay records 

10.	 Spouse or other relative to contact in the case 
of emergency (Name, relationship, telephone 
number and address) 

11.	 Citizenship Status (Non U.S. should show visa 
type) 

12.	 Race 

13.	 Military Status 

14.	 Department or departments where employed 

15.	 Physical Handicaps 

16.	 Civil Service salary range table 

17.	 Work experience qualification 

18.	 Undergraduate Education 

19.	 Graduate Education 

20.	 Highest Degree or Diploma 

21.	 Post-Doctoral Ed~cation 

22.	 Professional Licenses, Certificates and
 
Registrations
 

23.	 Special Competencies (See Item 19 on question­
naire) 

24.	 PUblication Record 

25.	 'Appointment Title 

26.	 Appointment Code 

27.	 Account or fund numbers for charging salary on 
payroll 

28 •. Percentage break down of payroll by position as 
to instruction, research, public service, etc. 
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29.	 Appointment Percentage 

30.	 Percentage of full-time teaching equivalent 
(FTE) 

31.	 Appointment Salary 

32.	 Appointment Period 

33.	 Academic Rank 

34.	 Support Staff Skill Level (See Item 28 on 
questionnaire) 

35.	 Date for figuring years of service 

36. Date Appointed to' present position 

37.' Tenure or Civil Service Status 

38.	 Effective Date for Current Appointment 

39.	 Expiration Date for Current Appointment 

40.	 Type of Current Appointment 

41.	 Payroll Code Number 

42.	 Retirement Code and Date 

43.	 Tax Sheltered Code 

44.	 Group Health Insurance Code 

45.	 Unemployment Compensation Code 

46.	 Termination Code and Date 

47.	 Individual TIAA and CREF contribution balances 
to previous December 31. 

A survey should be made to determine where infor­

mation needed for the data base is located in the various 

college offices and what additional information must be 

obtained from either ~~e employees of the college or other 

sources to complete the data base. A form should be pre­

pared that would be used by all persons who have information 
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to put into the data base. All such forms should be sent to 

one central clearing point for processing and forwarding to 

the data processing center. This same form or a similar 

form could be used to update the data base with current 

information again clearing all. such forms through one 

selected office. 

All data going into the data base should be checked 

and rechecked before it enters the system and some type of 

error detection procedure should be established before the 

system becomes operational. A periodic audit of the data 

base should be made to see that the information is correct. 

The information in the data base should be random access, 

which is the fastest method to retrieve from or to update 

information already in the system. 

From the foregoing data base there could be extracted 

by proper computer programming some of the following I 

1. Information to prepare pe.rsonnel transaction 

forms on the computer for any changes affecting the records 

maintained by the State Personnel Division. 

2. Group listings of the tenure or civil service 

status of all employees. 

3. A listing of those employees presently employed 

who have a specific talent, background or experience for 

which the college is looking to take care of a need in its 

operation. 
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4. A listing in order of years of service for· 

checking longevity pay increases, special awards or other 

similar reasons. 

5. Various statistical reports that may be required 

by the government under such prqgrams as Affirmative Action, 

unemployment Compensation, Fair Labor Standards Act, and 

other state and federal programs. 

6. statistical information for sources both inside 

and outside the institution other than the government. 

An Administrative Data Processing Planning/policy 

Committee should be created at Kansas state Teachers College 

of Emporia. This committee should consist of the Vice Pres­

ident, the Deans, the Business Manager, the Director of the 

Data Processing Center, the Director of Institutional 

Studies, the Personnel Officer, systems analysts and com­

puter programmers •. Periodic progress reports should be sub­

mitted to the President of the college by the committee, and 

all final decisions should be cleared by the President or 

his authorized representative. This committee should be 

organized by November. 1, ,1972, and should be considered a 

permanent committee to handle ongoing problems that may 

occur once the tremendous task, which in itself may take 

several years, of establishing a WOrkable management infor­

mation system has been completed. 

The cOIT~ittee should establish long-range goals for 

presentation to the President of the college for his approval, 

and during all phases of the development of the management 
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information system, the co~ttee should strive to recognize 

both present and future needs of the administration. They 

should follow the steps outlined on pages 19 and 20 of this 

work as they go about actually setting up the system. Such 

a system should measure the impact of decisions either 

before or after they are made, measure the environment, and 

react in an appropriate timeframe so that the college can 

learn of the development of potential trouble areas in time 

to take appropriate action. 



Chapter 5 

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 

The purpose of this study was to (1) determine the 

extent to which personnel data of employees of state col­

leges and universities in Kansas was being maintained on 

computer and (2) to develop a recommended computerized per­

sonnel data system that could be used at Kansas State 

Teachers College of Emporia. 

SUMMARY 

The information needed for the first part of this 

study was obtained through a completed questionnaire fur­

nished by each of the seven state colleges and universities 

in Kansas. The questionnaire form can. be found in the 

appendix. 

Of the thirty-two items on the questionnaire the 

seven state institutions on the average had less than half 

of these items on their computer systems. Kansas State 

University had the most items o~ computer (21) and Fort Hays 

State College and Pittsburg State College had the least (11)'. 

The items on the questionnaire were put into four 

groups under the arbitrary headings of Personal Data, Edu­

cational Data, Profess~onal Data, and Appointment Data. Of 

these four groups, the one which rated the highest as to 

41
 



42 , 

percentage of items on computer was Appointment Data with 

73 percent, next was Personal Da~a with 47 percent, then 

Educational Data with'14 percent, and last was professiona~ 

Data with zero percent. 

The sources for the second part of this study came 

=rom the various books and publications listed in the bibli­

ography, Dr. M. Lloyd Edwards, Director of the Kansas state 

Teachers College of Emporia 'Data processing Center and Bureau 

of Measurements, and Dr. Stanley J. Laughlin, Director of 

Institutional Studies at Kansas State Teachers College of 

.Emporia. 

CONCLUSIONS 

The hypothesis in Chapter 1 that "No personnel data 

of employees of the state colleges and universities in 

Kansas is presently maintained on computer," was not sub­

stantiated by the data obtained on the questionnaires used 

for this study and is therefore rejected. The information 

found on computers at most of these institutions was that 

which would normally be either entirely for payroll proc­

essing purposes or for processing payrolls and a few related 

areas. 

Based upon the related material reviewed for this 

study there was a definite need for a computerized personnel 

data system at Kansas State Teachers College of Emporia which 

should be planned by the ~ollege administration as part of a 

complete management information system. A great deal of 
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?reliminary work must be done in a highly organized manner 

~y some very knowledgable people who should make up the 

Administrative Data Processing Planning/policy Committee or 

a committee with some similar title. The administration 

working through the committee must maintain control of the 

system if in the end it is to truly serve the needs of the 

administration. 

RECOMMENDATIONS 

The state colleges and universities in Kansas should 
, 

expand their computer personnel data base system to include 

as much as is possible of the basic personnel data recom­

mended by the Western Interstate Commission for Higher 

Education in their Data Element Dictionary: Staff as well 

as other data needed for other outside sources. Thus, they 

would be in a position to provide required data to many 

sources outside of their institutions in a timely manner 

once the proper computer programs had been developed to 

retrieve the information. 

In addition to expanding their computer personnel 

data base systems to provide information to outside sources, 

these institutions should develop additional data to provide 

their respective administrators with the necessary infor­

mation about their employees to assist the administration in 

~aking intelligent decisions in the utilization of all per­

sonnel. Again this would call for computer programs to be 

developed to accomplish the desired results of making good 
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decisions based upon up-to-date information in the data base. 

The ability to quiCkly and accurately retrieve useful infor­

mation from a complete and current data base is the ultimate 

goal of any good M.I.S. 
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LETTER 

February 2, 1972 

Enclosed is a questionnaire that I would appreciate your 
completing and returning to me in the stamped self-addressed 
envelope at your earliest convenience. I need this infor­
mation to complete the work on my Master's Thesis which I 
must have completed and in final form by the latter part of 
March if I am to get my degree in May 1972. 

Your cooperation in furnishing me this information will be 
greatly appreciated. 

Sincerely 

Donald L. Cravens 
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QUESTIONNAIRE 

I~.dicate whether or not your·institution has the following 
items of .information on computer for the employees of your 
institution. 

ITEM	 .DESCRJ: PTION YES NO
 

1. Name Legal ,name of the staff 
members 

2. Social Security 
Number 

3. Birth Date Month, Day and Year of 
Birth 

4. Birth Place City, county and State 
(country) of Birth 

5. Sex 

6. Marital Status Current Marital Status 

a) single 
b) married 

7. Dependents Number of dependents 
including spouse 

8. Spouse or other Name, relationship and 
Relative address 

9. Citizenship	 If non -U.S. - citizen 
Status	 visa type should be 

coded 

49
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ITEM DESCRIPTION YES NO 

10. Race Racial origin of staff 
member 

11.	 Milit~ry Status Current Military Status 
of the staff member. 

a) Non-veteran 
b) Active Reserve or 

National guard 
c) In-active Reserve 
d) Discharge Veteran 
e) Retired 

12.	 Office Address Record of the current 
office address to 
include .' 

a)	 Campus Code 
b)	 Building Code 
c)	 Building Name 
d)	 Room Number 
e)	 Campus telephone 

number 

13.	 Physical Handicap Requires special access 
arrangements to building 
such as. confined to 
wheel chair 

14. Undergraduate 
Education 

A series of elements to 
record the staff members 
undergraduate institu­
tions and degrees or 
certificates. 

a)	 Institution 
(F.I.C.E. Code) 

b)	 Undergraduate de­
gree (certificate, 
BA, BS, etc.) 

c)	 Degree Date (month 
and year) 

d)	 Major Field (HEGIS 
Discipline division 
and Discipline 
specialty) 
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ITEM DESCRIPTION YES NO 

15.	 Graduate Education A series of elements to 
record the staff members 
graduate institutions 
and degreesl 

a) Institution 
(F.I.C.E~ Code) 

b) Graduate Degree 
(MA, MS,PHD, etc.) 

c) Degree Date (month 
and year) 

d)	 Major Field (HEGIS 
Discipline division 
and Discipline 
specialty) 

16. Highest Degree or A code to indicate the 
Diploma highest degree, certi ­

ficate or diploma held 
by the staff members 

a) No academic 
credential 

b) High School 
. Di ploma or GED 

c) Trade or Craft 
Certificate 

d) Professional 
Certificate 

e) Associate Degree 
f) Bachelor's Degree 
g) Master's Degree 
h) Professional 

Degree 
i) Doctorate 

17. Post-Doctoral 
Education 

A serie.s of elements to 
record Post-Doctoral 
education to includes 

a)	 Institution 
(F.I.C.E. Code) 

b) .Major Field (HEGIS 
Discipline division 
and Discipline 
specialty) 

c),	 Beginning and ending 
dates) 
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ITEM DESCRIPTION YES NO 

18.	 Professional 
Licenses, Certi ­
ficates and 
Registrations 

A series of Alpha des~ 

criptors of specific 
credentials entitling 
the	 staff members to 
engage in specific pro­
fessional practices 
(MD, Legal Bar, CPA, 
etc.) 

19. Special 
Competencies 

A series of descriptors 
. to identify special 
interest, competencies, 
and experiences such as. 

a)	 Foreign country 
experiences (name 
of country) 

b) Foreign Language 
competency 

c) Significant posi­
tions in. 

1.	 Federal 
Government 

,2.	 State 
Government 

3.	 Private 
Business 

4.	 Military 

d)	 Significant Per­
forming or creative 
skills (theater, 
music, art, athlet­
ics) 

20. Publication 
Record 

A summary of the quantity 
of publications reachinq 
publics outside the 
institution. 

a) Papers presented 
b) Monographs 
c) Major articles 
d) Books 
e) Inventions 
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ITEM DESCRI PTION ' YES NO 

21. Appointment Title Descr~ptive Title of a 
Position or Appointment, 

22.	 Appointment Code A code to describe the 
category of position 
other than ranks i.e. 
a civil service posi­
tion code 

23.	 Account Number The institutional 
account number to which 
the salary for this 
appointment is charged 

24. Appointment Fraction of Full Time 
Percentage Equivalent (FTE) 

25. Appointment Amount of Salary asso­
Salary, ciated with this ap­

pointment 

26. Appointment Identification of the 
Period terms of Appointment 

a) Full year (11-12 
months) 

b) Academic year (9­
10 months) 

c) Summer Session 
(2-3 months) 

d) Irregular 

27.	 Academic Rank Faculty Rank categories 
fori 

a) Teaching or 
Research Assistant 

b) Teaching or 
Research Associate 

c) Lecturer 
d) Instructor 
e) Assistant Professor 
f) Associate Professor 
g) Professor 
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ITEM DESCRIPTION YES NO 

28. Support Staff Support Staff Skill 
Skill Level level categorized into. 

a) Service, custodial 
and unskilled 

b) Skilled mechanical 
and technical 

c) Clerical 
d) Professional and 

Technical 
e) Administrative and 

Executive 

29. Tenure Status	 Tenure Code to indicate. 

a)· Tenured 
b) Probationary 
c) Non-tenure posi tion 

30. Appointment Date (month, day and 
Effective Date year) this appointment 

begins 

31. Appointment Date (month, day and 
Expiration Date year) this appointment 

ends 

32·. Appoin~ent Type	 Identification of the 
status or type of this 
appointment 

a) Regular . 
b) Temporary 
c) Visiting 
d) Emeritus 
e) Post Doctoral 

Date	 Signature and Title 

Name of Institution 


