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PREFACE

When { first began my research, my thoughts about training, and more specifically
microcomputer training, were that the law enforcement community was unique, | believed
the concerns, of a instructor teaching the uses and applications of microcomputers, would
not be the same in a police department when compared to a private corporation. | was
astonished to find we are not that different. Although, the data that we collect, or the
subjects that we write about may be different, the actual training of our students is
remarkably the same. As | talked with trainers throughout the corporate community | found
that each of them encountered the same problems, the same miscommunication, and the

same difficulties in convincing managers about training issues.

! truly hope that this document will ingrease the ability of members of the law
enforcement community to give microcomputer training the consideration that it truly
deserves., If we do not begin to devote more effort on training we will surely increase our

inefficiency and ineffectivenass.

Reference for this paper will come from a new section | currently manage in the
Houston Police Department; The Technological Applications Unit of the Houston Police
Academy. The remianing information comes directly from current literature on training, and

the business community.

This document was produced using a2 Compaq 388/20 LTE ,Hewlett Pakard Laser

Jet i, and Microsoft Word for Windows.
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I. INTRODUCTION

As early as only ten vears ago we waeare in era where we were amazed with the little
boxes that were called microcomputers, The average user could only compare the
microcomputer 1o its big brother, the mainframe computer. It was almost inconceivabie the
power that was available at our fingertips. As 2 nation we have matured with regards to
technelogy and especially the computer. We ook at the computer today as a common piece
of equipment. Computers arg in our offices, homes and just about everywhere we go. We
have computers in our cars, our watches, our microwave ovens and there is even a
computerized toilet, Cur society has accelerated its pace dramatically over the last decade.
However, the Law Enforcement Community has failed in one crucial area.  That area is

raining.

The typical business organization in the {).8. allocates some $825 per worker sach
year on computer training. Roughly 80 percent of all targe organizations offer computer
training programs. There are also many organizations that do not support their workers

whaern it comes to fraining.

1 When we look at training in general terms, statistics from a report from Training
magazine indicate that U.S. organizations with more than 100 workers collectively spent
$44.4 billion for aining in 1989, .S, organizations are still experiencing problems with
competitivenass, motivation, and creativity.2 In one study cited we see that there is not
enough technical training and education currently available, and the training that exists is

unevenly distributed in the technical workforce,3

Just a short time ago the Wright Brothers measursd their accomplishments by

determining how many feet they had flown. When the Wright brothers took that short flight



they could not have imagined, that within one generation, man would walk on the moon.
Long before Neil Armstrong made that "One giant leap for mankind™, he had trained and

walked on the moon hundreds of times in a simulator.

Like Astronaut Nell Armstrong, managers, can no longer afford to be computer
iliterate. Comgputer literacy will be a key factor in maintaining and advancing managerial
careers.* Computer literacy means the ability to perform real-world tasks such as developing
correspondence, analyzing costs and tracking inventory on a computer. The proliferation of
application packages has made the use of computers easier. Applications such as Word
Perfect have changed the workflow in offices and enabled managers to cut down on

personnel costs.®

Computers help managers with their essential tasks, communication, coordination
and negotiation. In addition, the smaller the organization, the more important it is for the
managers to be computer literate, because small organizations do not have the resources 1o
support a large clerical staff. Computers allow empioyees to do work that could not
otherwise be done within the organization, such as developing proprietary databases or

- financial analyses.® The flexibility of any given organization depends upon the ability of the

organization to train its employees.,

Management should take steps to see that new emplovees start their jobs in &
manner that will ensure they will progress satisfactorily. The steps that management can
take include; developing immediate rapport with the new employee; providing a formal
orientation program; and assigning clear and meaningful job descriptions.” The
effectiveness of a irzining program depends on several factors, including its ability to
simuiate the work environment, its availability at non-central facilities, its interactivity, and

its ability to provide feedback. &



Many training managers fail to provide skill training and careger development
opportunities for their own staff members. Keeping trainers satisfied and motivated entails
giving them fulfiling work, respect, and the cpportunity 1o grow. Some training managers
have been successful in bringing in entry level people and teaching them how to be

trainers.?

M.L.8. - Marnagement Information Systems’ executives often view training sither as
an expendable iterm that is too costly for the budget or as a necessity with a cost that
cannot be gauged in doliars and cents. Managers say that 1 percent to 4 percent of MIS
budgets goes to training, but comparisons are difficult because not all organizations measure
the same things. American Family Mutual charges about $100,000 directly to training out of
a $27 million MIS budget.’® Training directors must communicate to management the
threat of skill obsolescence, the ability to significantly change employee behavior by training,
and the value of training as a investment opportunity. !

Management must understand that training for technical people is a necessity, not a
benefit or reward. Technical people are usually specialists in one area, but may not be

.completely aware of the organization's obiectives and how they contribute 1o those
chjectives. Management should realize training and development are two different things.
Training stresses the what and, perhaps, the how of something, while development stresses
the why of something. Training and deveiopment help a organization's employees grow and

that helps achieve organizational objectives.?2

Computer training is not limited to cierical personnel, police officers, supervisors and
managers. It is also important for the Chief Executive of an arganization to becaomae trained.
Overcoming three problems can reduce the reluctance of Chief Executives 10 Use computers.

The problems are: lack of a link between stratagic planning and management formation



systems (MIS} discussions, which is solved by a strategy preceding MIS development;
projects structured to prevent Chief Executives from making contributions, which is solved
by contributions from Chief Executives at each decision point in the projects; and MIS staff
focusing on the technical system and ignoring the social systems of organizations which is

solved by addressing the human aspects for the technical dimension of projects.’®

Education in the law enforcement community is very similar 10 that of the general
popuiation. For example, the educational system of 1989 was based largely upon the
industrial age, where people were expected 1¢ have the same job for 2 lifetime. A modern
educational system must produce students who have thinking skills, who can deal with
abstract ideas and who can take information, evaluate it, put it into context and draw
conclusions. Innovative programs around the U.S. have been started to improve the
system.'® However, statistics for the U.S. Department of Labor predict that, in the next

generation, 50 to 75 percent of the jobs available will involve computers. 'S

Training and development profassionals should design employee training programs to
provide workers with behavioral flugncy in their jobs. Behavioral fluency is the knowledge
.and confidence to accomplish a task smoothly, correctly, and without hesitation. The
elements of training programs designed to provide workers with behavioral fiuency include
time-based performance measurement and evaluation: self-paced learning and practice

prucedures; and efficient and easy to use materials.1®

Employees may often be resistant to learning new skills in training courses because
they fear change, but trainers can achieve positive results in countering resistance by using
a variety of nonconformitive approaches. These approaches will initiate learning and change

without directly acknowledging resistance.!”



Several problems can occur if 8 training program is not implemented. Employees
with computer experience will end up giving advice to noncomputer-literate workers, which
wastes time and does not result in educating other workers, and workers who must train
themselves could end up procrastinating, Qrganizations can simplify the training process in
many ways, including; ensuring that all employees become familiar with the basics,
identifying user needs, taking into consideration individual learning stvies, imposing

deadlines on acquiring computer skills, and training in stages.’8

it should be noted that organizations lose money when they use volunteers from
information services {IS} staff to develop and teach courses. Technical skills do not
sutomatically make s good teacher. In addition, a professionsl trainer needs about 13 days
1o develop one day of instruction. Volunteer staff who have other duties do not have this
kind of time. The highest proportion of training costs is made up of the salaries of the
students in their classrooms, Gambling with using a novice to train these people makes
little economic sense. Volunteer IS staffers can be used as mentors, trainers and coaches,
but they must be carefully selected and trained for these new roles.'® Training is only
effective if IS personne! doing the instruction has teaching skilis. Also, IS trainers should
-have an understanding of end user needs. Training shouid be part of the original systems

design process rather than an after effect of computing. 29

Organizations can profit from training and retraining older empioyees. The average
age of workers in the U.S. is increasing. Some 25 percent of the labor force will be at isast
55 years of age by 2016, The factors to consider when training oider workers include; that
older workers take a longer time to learn and store data, the hearing and vision of older
workers may be impaired, and older workers may not be familiar with high-technology

equipment.2!



il. THE NEEDS ASSESSMENT

Needs analysis is essential to planning a curriculum for an information systems
training department. Educational requirements, needs analyses should cover the selection of
training media and the verification of student and class avallabllity. The primary way to
gather information for a needs analysis is by interviswing staff members. A good need
analysis will uncover budgetary limitations, produce staff profiles, establish foundation
courses and identify specific needs. The analysis will also enlighten an MIS department to
the cost of supplying training and the consequences of not meeting training needs.22 When
conducting a training needs analysis, employers should discover emplovees’ perceptions of
the organizational culture by asking them about the skills and characteristics that are likely

1o be encouraged, recognized, and rewarded, %%

Organizations can conduct effective training needs analysis by designing a
questionnaire that distinguishes between training needs and training desires. The
guestionnaire should include two primary criteria: importance, which is the relevance and
frequency of the activities and behaviors of a specific job; and proficiency, which is the
competence of employees in performing their jobs. The steps in the needs analysis process
h include developing a job profile and a questionnaire. The questionnaire should include
sections on employee attitudes, job dimension summary ratings, and demographic
information. The development of the questionnaire is followed by several steps, including
the interpretation of the results, the use of focus groups to clarify the results, the
development of training goals, and the evaluation of training effectiveness.?® The
guestionnaire should also include sections on employvee attitudes, job dimension summary

ratings, and demographic information.?3



Things to consider when securing a trainer include identifying how a trainer believes
peopie learn, which will affect training methods used, and detsrmining the role a trainer is
expected to fill.26  Qrganizational trainers often enters a state of heightened awareness
called "The Training Zone™ where their best capabilities emerge. Within the iraining zone
the trainers operate at an ultimate balance of cognitive and intuitive reasoning, and they also
inspire others to perform well, They transform ideas into actions and constantly stretch the
limits of their knowiledge and abilities. Experienced trainers can learn to control this

experience and enter the training zone at will.27

information systems managers consider implementing technological change an
important part of their job, but how can a organization build upon existing technology
without suffering significant downtime? One soiution is to train members of the staff, as

trainers, in the new technology.<8

The training that is related to microcomputer training is almost endless. Below is a

fist of some of the areas that need to be addressed within the microcomputer training

curriculum.
COMPUTER TRAINING REQUIRED
Word Processing Graphic Processing Database Management
Spreadsheet Development Local Area Networking Wide Area Networking
Telecommunications Computer Security Computer Ethics
Disk Operating Systems UNIX Scanners
Laser Printers Dot-Matrix Printers Daisy Whee! Printers
Ink Jet Printers Color Printers Thermal Transfer Printers
Bubble Jet Printers PC Faxcimile Plotters
Video Digitizing Multi-Tasking Systems Terminai Emulation

Desktop Publishing CADICAM Mapping Systems




ill. SURVEY OF TEXAS POLICE DEPARTMENTS

At the end of 1990 a telephone survey of all Texas municipal police departments
with a population in excess of 26,000 persons was conducted. Each department was
contacted personally and after locating a representative of the department who was
responsible for the microcomputers in their department., Several issues, only referencing
IBM compatible personal computers, users were guestioned about what word processing
software, graphical software, database software and what spreadsheet software were
ytilized by their department. It is important to understand that this paper, nor the persons
interviewsd, are endorsing any one software application. However, the purpose of this
survey is to give users an idea where to go for assistance when considering the purchase of
a specific package. In addition, this paper inciudes, in Appendix A, a description of each

of these software applications,



The word processor software application is by far the most prolific application
found. We have seen in the past that word processors were considered electronic
typewriters, however, with the advent of the microcomputer most standard word
processors are capable of far more. The word processors described below are closer 1o
being considered a desk top publishing system. They bring graphics and text together, and
use a variety of fonts, point sizing, and styling. Today the average user has at his or her
disposal the capability to prepare documents that just & few vears ago would have to have

been out-sourced to a print house for completion.
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Graphic software applications have allowed the average user to take complicated
information and transfer them into a picture format. Graphs, charts, photographs and tables

of data are seen daily in news print, in magazines and on television,

RAPHICS PROGRAMS
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Although word processing is the most widely used type of software, database
software, in reasonable probability, will have the greatest impact on todays law
enforcermnent. Databases allow us to build various systemns ranging from a simple system 1o
keep track of a departments’ inventory of equipment to a2 muiti-level system to be used for
crime analysis proposes. Although ali of the software listed below have limitations, the

average deveioper will only be limited by his or her crestivity.

DATABASE PROGRAMS
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A spreadsheet is a software application that could be considered a word processor
for numbers. A spreadsheet program allows you to enter a series of mathematical formulas,
alse known as mathematical models, which the spreadsheet software will constantly

caiculate,

SPREADSHEET PROGRAMS
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IV. THE TRAINING PLAN

Organizations should measure employees’ skills before developing a training program
s0 that they will have some way of evaluating the effectiveness of the program, The steps
involved in developing & training program include setting goals for the program, identifying
which employees will be involved, providing emplovees with feedback, and helping
employees develop their own training goals.2® The guidelines for making training meaningful
include making the training job related, finding a location where training can be carried out
without interruptions, and making the lfocation comfortable, clean, and neat.3° Timing is

critical to the success of training and development programs.3?

Organizations which want to hire the most effective employee training instructors
need to select instructors who understand and use the various instructional methods that
are available when conducting training sessions.®? Training of employees should not be a
one-time experience, and instead should be & process that goes on for as long as an
employee is with the organization, To that end, there are four objectives that should be
incorporated into an employee training program. The first objective will be to develop a
standard vocabulary for beginners and experienced users which will enhance inter-user
communication, improve problem resolution and will reduce user learning curves. The
second objective, will involve the use of experienced users who can contribute case studies
or exampies of specific applications for a work setting. The third objective will be the
reduction of problems by tackiing trivial problems at the outset which will result in a calmer,
less stressful training experience. The fourth objective, increasing user satisfaction, is
measured by the number of user complaints or how the system meets previously unfulfilled
needs.3® In addition, suggestions to make computer training more effective include:

creating interest; presenting material in a logical way; and repeating major points,34



i4

Training and development professionals can facilitate the transition employees must
make when beginning new jobs by presenting them with opportunities for enjoyable active
isarning. The truths about people and training include; all people are similar, people learn by
doing, and learning can be enjoyable. Nearly all people involved in the training process need
1o feel acknowledged and need reassurance. The elements of creating an environment that
enabiles someone to learn by doing include: making the training relevant to their jobs, using
job simulation, and teaching interactive skills. Inwoducing an element of healthy competition
into training can also make learning more enjoyable,3% In addition, curriculum design should
take into account age-related thinking patterns. The adult classroom experience has

received a good deal of theoretical treatment, but few empirical studies have been

performed.36

The purchase of a computer system does not necessarily guarantee that employses
will learn it well and quickly, regardless of training programs. Problems can emerge whose
basic cause is lack of compatibility betwaen training programs, employee expectations, and
software support services.®*” The best way to ensure staff support when installing a new
computer system is 1o plan a waell-designed, comprehensive program. Top management
Jnvolvement is the most important factor that determines whether an automated system will
succeed or not.38 When evaluating an off-the-shelf training package for a new software

program the evaluation needs to be done carefully.3®

Since training and MIS departments are frequently understaffed, organizations
sometimes turn to training vendors for technical and end-user training. One way to select a
high quality training supplier is 10 issue a request for proposals {RFP} 1o likely vendors. The
issues 10 cover in an RFP include the objectives of the training and a general description of
the organization, a deadline for proposals, an explanation of the computer environment and

the types of training needed, and what types of fimancial arrangements and other
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information about the vendor are required. Personnel working in a department’s legal
saction should discuss confidentiality and ownership of materials. Insight from all relevant
departments should be sought and a list of criteria t0 be used in the evaluation of proposals

should be drawn up before RFPs are issued.40

Generally, costs range significantly from one organization to the next, from under
$80 for a2 one-day class to over $750 for a three-day class. Factors to consider when
pianning to established a training program or when implementing an end-user or technical
training curricuium include: clarification of objectives, evaluation of vendor fees, formation
of reasonabie rates, establishment of consistent fees, maintenance of fixed fees, availability

of a cancellation policy, and the possibility of free training for novices.*?

in the law enforcement community there are aliot of questions that must be
addressed regarding ethics, computer ethics are no different. it is difficuit to measure
whether the increase in the popularity of ethics training has improved the ethical behavior of
emploveess, but organizations can take steps to encourage employees to act in an ethical

manner.*% This is extremely important when considering the software copyright faws.

Qccupational training techniques that combine experienced line managers and
trainars can make effective use of the skills of each if steps are taken prior t0 the beginning
of the training progeam 10 ensure it i$ 2 cooperative effort. The steps include: determining if
the managers have any valid objections to the program; ensuring that both the managers
-and trainers develap the material; and ensuring that the manager understands that training

techniques are important to the training process.%3

Organizations providing training for employees typically select content-based training

methods for instruction which emphasize providing information and then testing individuals
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on what information they remember. However, research by Harvard Business School's
Professor Jim Cash reveals that a better alternative may be skill-based learning. Skill-based
training involves giving trainees a task and then demonstrates how to verify that the task
was done correctly, The technigue also suggests that instructors provide background on
how a skill will help trainees. In Cash's study, two groups, one using content-based
learning and one using skill-based learning, tackled a c¢ase study. The skili-based group

solved it in 4.5 hours, while it took the content-based group 8 hours to find a solution. %4

Properly planning on-the-job {0JT) training and development programs enhances
their efficiency and effectiveness. The objectives of OJT programs include orienting and
training new employees, upgrading the skills of experiences workers, and cross-training
current employees. Job instruction Training (JIT) is an OJT planning method established in
manufacturing organizations during World War i, The steps in implementing JIT include
thoroughly analyzing each job task, showing employees how to perform a task, and
explaining to employees important parts of the tasks.*® QOccupational training shortens the
time required for new empioyees to attain an acceptable performance level, prepares
experienced employees for new jobs, and enhances the performance of experienced

-employees in existing positions.46

Collective training is 8 new training and development technique that focuses on the
entire organizations rather than training individual employees. Collective training was
developed from the instructional Systems Design training methods developed for the Army
in the 1970s. The key elements of collactive training include analyses of the organization,
design of the training programs, and the development of the training programs, When
analyzing organizations, the primary components include their goals and objectives,
structures, and personnel.  An analysis should identify organizational functions and how

they are accomplished.*’
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The four basic steps in managing the empioyee training process are planning,
organization, implementation, and control. The elements of the planning phase include
making a list of the skills required to handle the employees’ jobs, separating those skills info
the ones learned on the job and those that must be taught, and developing a timetable to
reach the training goals. The organization phase determines basic factors that include who
will teach the training program, what skills the employess already possess, and what
materiais will be needed for the program. During the implementation phase, supervisors can
provide support for employees by focusing on concepts that include open communication,
flexibility, and patience. The training process is controlled by both the emplovees and
trainers. The employees can ask questions, seek help, and practice new skills, while

supervisors can provide knowledge, tools, and assistance.48

Supervisors should follow the five basic steps of training to ensure that employees
will be able to accomplish what they have been taught. The five basic steps are: telling
trainees what they are expected 1o accomplish; setting standards by showing them what
they are expected to accomplish; giving tramnees first-hand experience by letting them try;
watching the trainees at work to ensure they accomplish what they were trained 1o do; and

. praising or correcting their performance.4?

Off-site training can be more effective than on-site training in certain situations, such
as when there are inadequate on-site facilities, or when the empioyees in the training
program are coming from different locations. Trainers should aiso consider other factors,
inciuding the possibility of distractions, the types of people being trained, and the sensitivity

of the material being discussed.5°

The best way for trainers t0 evaluate a meeting facility is to visit the site. Trainers

should select a clean, comfortable, soundproof, and temperature-controlled room. The raom
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should be able to accommodate all participants comfortably, without being too large. A
crucial factor in selecting a facility is the quality of the audiovisual equipment®’ The seating
arrangements in an off-site training room are as important as the presentation of
information. The type of seating configuration depends on the number of participants and
the type of training. Putting seats in rows in the traditional classroom style enhances the
acquisition of knowiledge, but it discourages participation. Arranging tables in a U-shape
encourages participation.5?2 In addition, power requirements must be determined if actual

hardware for each student will be utilized.
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V. THE TRAINER OF THE FUTURE

QOrganizations are all facing mors restrictive training budgets, fewer employees and
an ever increasing amount of knowledge that must be pasted on to personnel. New and
innovative ways to address training and specifically microcomputer training in the future

must be found. The microcomputer will be the preferred source of training for the future.

Workforce education and skill levels are declining, while automation is advancing
rapidly. Artificial intelligence, hypertext systems, expert systems, and robotics aﬂre usseful,
and they are meant to aid rather than replace the workforce, Educating the workforce
therefore becomes a primary problem in a technological society. "Master systems™ for on-
line education and training are suggested.5® High technology training systems, such as
computer based systems or interactive video systems, cut training time and provide
ingtructional benefits. These benefits include one-on-one interaction, consistency, efficiency
and self paced instruction. The American Society of Training and Development estimates
US businesses spends about $30 billion in education and training annually. SK&A Research
estimates that 30 percent of organizational dollars are spent on computer based systems;
-interactive video systems and teleconferencing account for 2 percent sach. Compact disc
technology promises a new wave of training technology, but it is too soon to know when it

will arrive 54

Computer-based training {CBT) tutorials offers organizations many advantages for
helping the changing workforce to become computer literate. The advantages of CBT
tutorials include availability, self-paced features, and changeability. Other forms of CBT

technology that can improve efficiency and increase productivity include on-line help,
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reference guides, and job aids. The next significant CBT technology for training is the

muitimedia computer that integrates sound, video, and computer functions,5%

Computer-based training {CBT} offers several important benefits to organizations
looking for techniques to train the growing and changing collection of human resource
information system (HRIS) users. The basic characteristics of CBT inclutde work stimulation,
self-paced learning, and availability as needed. The characteristics of CBY appiicable to
HRIS include decentralization of HR systems, quick and inexpensive response 1o change,
and variety in instructional topics and levels. Soms forms of CBT can assist in management

training. 56

Arthur Anderson & Co. used computer-based training (CBT} to help teach
fundamentals of accounting to employees in its management information consulting
division.®7 Chase Manhattan Bank NA uses a computer prograrn developed in-house in a
course it offers for managers to help them improve staff mobility and efficiency. The
computer-based course resides on a single high-density disk. The bank sends the course to
its data centers around the world for staff training in a standardized formst. The program is

~fimited to simple graphics supporting IBM's CGA standard because compatibility throughout
the organization is a major issue. Computer-based training saves the banking organization
the cost of bringing emplovees 10 a central training center or sending trainers out 1o various
sites.58  Massachusetts Mutual Life Insurance used CBT to help reduce its 75 percent
turnover rate among new insurance agents, and to reduce training times. The North
American Finance Group of Citibank used CBT to train company representatives in product

knowledge. %

One reason for the slow growtty of acceptance of computer-based training {CBT} is a

iack of talented courseware authors. it is estimated that it takes up to 250 hours of work 1o
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produce one hour of courseware, and authors do not become truly proficient at CBT until
they have produced five or six courses. Compounding the problem is the fact that most
CBY software has been created by computer specialists, rather than by trainers. A good
CBT program should be grounded in documented principles of learning, it should build
specific skills, and the topic of the course should lend itself to CBT. Accuracy and brevity
are the keys to a meaningful content. Screen designs should allow the student to focus on
the content of the course, rather than the computer. Frequent, interactive questions help 10

keep the students attention, 60

Major organizations increasingly turn to computer based employee training as new
microcomputer technologies, development tools and graphical interfaces become available.
Key advantages of computer-based training (CBT) include the ability to create short, easy to
remember lessons and the ability to reinforce traditional instructor based training. Improved
authoring systems now speed courseware development, and the spread of microcomputers
in farge organizations provides a powerful impetus for CBT technology. Observers say that
CBT use has waited for the technology t¢ mature because some early CBT programs werg
difficult to use, Many consultants expect training to be a major management issue in the

- 1990s because illiteracy and increased automation are causing productivity problems.8? ‘

Computer-based training{CBT) has been shown to be an effective training medium
for some learners in some situations, What is less clear is what types of technology are best
suited for training applications. CBT is becoming especially popular in industries such as
banking that are already heavy users of computers, and with large organizations. Within the
training field, users are split between the virtues of computer-based training and interactive

video instruction. 82



Organizations can customize packaged training programs so that standard packages
better fit their training needs. Msjor points to consider when customizing packaged
programs include: getting permission from program vendors; deciding what to customize;
establishing learning objective; enlisting the help of experts; and selecting customized

situations that are not current hot issues with organizations. 83

The term "multimedia™ has many definitions, but it usually is used in conjunction
with computers and training. One definition of multimedia is the use of integrated media
that combines devices that cost less than broadcast-quality videos and are easier to use
than traditional video technology. Computer multimedia can be defined as the use of visual
or audiovisual presentations that have been developed by using integrated computer
technelogy, including audio, video, and computer graphics. Trainers can use multimedia
technology to create professional-quality presentations by plugging such equipment as a

videocassette recorder, tape recorder, or compact disk player into a computer.54

Federal Express Corp plans to spend 840 million on interactive video training and
testing system that will connect 600 work-stations to two central databases that are 2000
. miles apart. Interactive Training Systems' development of the touch screen based system
that Federal Express will implement, is called the Transporter. kEach Transporter system has
2 library of 32 laser discs, 1300 NEC Power Mate §| AT compatibles, and Sony laser disc
players. Federal Express will require 193,000 couriers and 2,000 service agents 1o pass
competence tests on the systems. The systems are expected to reduce errors and improve
services, and Federal Express hopes to improve training and reduce management overhead,
Federal Express may expand the Transporter systems capabilities to include drivers and

billing clerks, customer-service specialists, and pilots.5®
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Automobile manufacturers use video as a cost effective way to distribute more
maintenance training to car dealers, but vidao may not be the best way 1o deliver all needed

training, 86

Digital multimedia, with the power of full-screen, fuli-motion video and audio on a
microcomputers is drawing praise from organizational trainers and users for its simplicity in
handling procedures ranging from course design to hookups to remote sites. | Bigital
multimedia differs from analog-based interactive video disc {IVD] as trainers and users can
transglate analog video signals to work with computer-based video. Digital multimedia is an
asset to training environments for several reasons: training can be embedded within
applications, course materials are easy to create and maintain, applications can be

networked and the initial investment is less.57

Using the entertainment potential of computers to develop training programs that are
both enjovable and educational is a good approach to employee development in today’s
complex networked computing environments, Some game programs have elements of
computer-based training, and a few organizations, such as Hewlett Packard, have made
-large investments in -house simulation software for high-leve! training. Biue Chip Software's

American Dream is one of the best commercial simulation programs but is difficult to find.®8

i.A. Image is designing computer games that educate and train sales staff on
smplovees benefits at the recently merged Smithkiein Beecham Pharmaceutical Inc.
LA, Image developers first create a series of screen designs on paper and then use a variety
of microcomputer applications t¢ automate their design. The developers devise a paper
storyboard of the games publishing package using, Microsoft Corp's "Word" word
processing software and Corel Systems Corp’s "CorelDraw” illustration program. To

electronically create the storyboards on the microcomputer, the designers use Electronic
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Arts’ "Deluxe Paint Il Enhanced” and "Deluxe Animator® animation and paint software, Paul
Mace Software Inc’s "Grasp 3.5" scripting language is used to integrate the microtomputer

files.89

Lastly, when considering the possibilities for a systermn beyond tomorrows dreams
and expectations, that system is Virtual Reality. Virtual Reality {VR}, which creates a
reafistic sensory experience through computer-based simulation, can be used in many
training applications. VPL Research's DataGlove creates a computer image of the user's
hand, which can be used to manipulate a computerized image of an object. DataGlove can
be used by trainers to help emplovees perform manual tasks. VR can even help trainers
teach employees {0 operate devices that have not vet been developed. VR technology is
still in the early stages, but VR systems of the future may include such features as sound

and touch capabilities.”0



10. SUMMARY

in summary, this paper emphasizes one thought about microcomputer training and
training in general. That thought stems from a phrase developed while teaching at the
Houston Police Training Academy. "You have to Slow down to be able to Speed Up"
Everyone has learned various skills in their lives, some good some not so good. However,
to be able to do them better, more efficient and faster, training must catch up with
technology. We will have to slow down, learn new skills to replace old ones and then be
able to accelerate. Since a great part of our lives is spent Jearning and teaching, the best
training must be made available. Having done this, departments will enable employees
improve themselves, save on mistakes made by empioyees, and will give back to the

community their valued trust and investment.



Appendix A

WORD PROCESSING SOFTWARE

DISPLAYWRITE, 1.B.M. Organization, 472 Whaeeler Farms Rd., Milford, CT, 068460
ISPN: 39737-362, Approx. $285.00

MICROSOFT WORD, Microsoft Organization, 16011 N.E. 36th Way, Redmond,
WA, 9B073 ISPN: 53150-760, Approx, $399.00

MICROSOFT WORKS, Microsoft Organization, 16011 N.E. 38th Way, Redmond,
WA, 98073 18PN: 53150-740, Approx. $195.00

MULTIMATE ADVANTAGE I, Ashton Tate, 52 Qakland Ave. N., Fast Hartford,
{T,08108 ISPN: 55718-300, Approx. $565.00

PC-WRITE, Quicksoft, Inc., 219 First Ave. N. #224, Seattle, WA, 898109
ISPN: 644867-500, Approx. $89.00

PFS-FIRST CHOICE, Software Publishing Organization, 1801 Landing Dr.,
Mountainview, CA., ISPN: 73300-250, Approx. $1492.00

PFS-WRITE, Software Publishing Organization, 1901 Landing Dr., Mountainview,
CA., iISPN: 88075-078, Approx. $49.95

WORDPERFECTY, Wordperfect Organization, 18558 N. Technology Way, Orem, UT
84057 ISPN: 68012-600, Approx. $495.00

WORDSTAR, Micropro Int'l. Corp., 33 San Pablo Ave., San Rafael, CA., 94903
ISPN: 53000-725, Approx. $495.00

GRAPHIC SOFTWARE

HARVARD PRESENTATION GRAPHICS, Software Publishing Organization, 1901
Landing Dr., Mountainview, CA., ISPN: 73300-060, Approx. $385.00

PFS-FIRST PUBLISHER, Software Publishing Qrganization, 1901 Landing Dr.,
Mountainview, CA., ISPN: 73300-025, Approx. $99.00

PFS-GRAPH, Software Fublishing Organization, 1801 Landing Dr., Mountainview,
CA., ISPN: 73300-150, Approx. $140.00
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DATABASE SOFTWARE

DATAEASE, Dataecase International, 7 Cambridge Drive, Trumbull, CT., 06611
ISPN: 65662-100, Approx. $750.00

DBASE, Ashton-Tate, 20101 Hamilton Ave,, Torrance, CA 80502
ISPN: 05500-180, Approx. $725.00

PARADOX, ANSA Software, 1301 Shore Way Rd., Beimont, CA, 84002
ISPN; 03672-850, Approx. $725.00

Q&A, Symantec, 10201 Torre Ave., Cupertino, CA, 95014
ISPN: 77413-685, Approx. $3458.00

R:BASE, Microrim, 3925 158th Ave. N.E., Redmond, WA, 88073
ISPN: 53075-255, Approx. $700.00

SPREADSHEET SOFTWARE

CLIPPER, Nantucket Organization, 12555 W, JeHerson Bivd., Los Angelos, CA,
300866
ISPN: 55848-100, Approx. $695.00

FREELANCE, Lotus Development Organization, 55 Cambridge Parkway, Cambridge,
MA, 02142, ISPN; 45525-080, Approx. $485.00

MICROSOFT EXCEL, Microsoft Crganization, 18011 N.E. 36th Way, Redmond,
WA, SGB073 ISPN: 8§3150-270, Approx. $49%.00

SYMPHONY, Lotus Development {Organization, 55 Cambridge Parkway, Cambridge,
MA, 02142, 1SPN: 45528-200, Approx. $885.00
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