DSS- 4037EL (Rev. 9/89)
Transmttal No: 94 LCM 55

Date: My 20, 1994

Di vi sion: System Support &
I nformati on Services

TO Local District Comm ssioners

SUBJECT: O fice Automation System Trai ning Needs Questionnaire for
Local District Conmi ssioners

ATTACHVENTS: |:  QAS Trai ni ng Needs Questionnaire
(Avai al be On-Line)

There have been several queries fromLocal District Conmm ssioners in the
past few nonths concerning their personal or inmediate support staff's use
of the Departnment's Ofice Automation System (QAS). These queries range
frombasic "howto" questions, to requests for guidelines on the use of
particular OFIS Link functions, such as sending and receiving e-mail, filing
el ectronic docunents, creating di stribution lists for electronic
correspondence, accessing the Electronic Library, difficulty in printing
docunents, and sending and replying to speed nenos.

Now t hat statew de inplementation of the OAS is conplete, wth an expanding

base of 5,500 custoners, and plans are in progress to expand OAS
communi cations to connect with other electronic information networks,
CGovernment agencies, and provider groups, its use as a conmunications too

by Commissioners and their staff 1is expected to grow, as is the
functionality and cost savings. At the same tinme, the Departnent will

shortly establish Ofice Automati on Conputer Training Labs in at |east two
new | ocations, Syracuse and Potsdam

These two initiatives afford an opportunity to devel op a custom zed, Loca
Di strict Comm ssioner-targeted curriculumfor a hands-on training class that
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covers the specific topics that Commi ssioners recomrend. It is certainly
recogni zed that nany Comm ssioners del egate OAS tasks to support staff and
may therefore not have a need to attend related training. However, for

those Commissioners who wuse or plan to use OFIS Link on an intermttent
basis, we are soliciting your response to the attached training needs

anal ysi s questionnaire. The questionnaire has been set up as an el ectronic
docunent, with automatic tabbing to the response sections. If you are not
fam liar enough with OFIS Link to conpl ete the docunent, please feel free to
have support staff subnmit your response. |If you have any questions, please

contact Susan Anrhein of the SSIS Information Center at AWB390 or (518) 486-
7187.

We woul d appreciate receiving your conpleted questionnaire via e-nail.
Pl ease have the response mailed to OAS | D SR0O080 by June 17, 1994.

Thank you in advance for your assistance in hel ping us assess the need for
the above course offering, and your preferences to attend, if any.

John J. D Pal ermo
Deputy Conmi ssi oner
System Support & Information Services



ATTACHVENT |
NEW YORK STATE DEPARTMENT OF SCOCI AL SERVI CES
OFFI CE AUTOVATI ON SYSTEM
Trai ni ng Needs Questionnaire

1. VWi ch OAS tasks do you currently performyourself? Wich do you
currently del egate to other staff?
(Please X the appropriate colum for each item

OQAS TASK | do | del egate Nei t her
Check | n- Mai [] [ ] [ ]
Reply to In-Mail [ 1] [ 1] [ ]
File In-Mil [] [ ] [ ]
Del ete | n- Mail [ ] [ ] [ ]
Send Messages/ Menos [ ] [ ] [ ]
Find info. in Electronic Library [ 1] [ 1] [ ]
Mai ntai n an On-Line Cal endar [ 1] [ ] [ ]
Use the Master Directory [ ] [ 1] [ ]
Grant sharing to files [ ] [ ] [ ]
Respond to Meeting Notices [ ] [ ] [ ]
Convert WordPerfect and other types
of docunents to OFI S DSSP [ ] [ ] [ ]
Mai | WordPerfect and other types
of documents through OAS [ 1] [ 1] [ ]
Q hers: Pl ease specify:

[ ] [ ] [ ]

[ ] [ ] [ ]

[ ] [ ] [ ]

2. Do you feel you would benefit froman QAS training session?

[ 1 Yes [ 1 No

3. Qur basic OFIS Link Electronic Ofice training is one full day
(6 hours) in length. Do you feel you could attend this type
of training session?

[ 1 Yes [ 1 No

4, If you answered no, what |ength session could you attend?
5. Where woul d you prefer to attend a training session?

[ 1 Al bany [ 1] Potsdam

[ 1] Batavia [ 1] Syracuse

[ 1] New York City



6. What topics would be of interest to you?
Check all that apply.

[ ] Signing on to OFIS Link

[ ] Checking In-Mail

[ 1] Replying to In-Mil

[ ] Creating File Folders

[ 1 Filing In-Mil

[ 1] Deleting In-Mil

[ 1 Sending Messages/ Menops

[ ] Finding Information in the Electronic Library

[ 1] Checking/Mintaining an On-Line Cal endar

[ ] Browsing the Master Directory

[ ] Ganting Sharing Rights to your files and cal endar

[ ] Responding to Meeting Notices

[ ] Converting non-OFI S DSSP docunents to OFI S DSSP f or mat
[ 1] Miling non-COFI S DSSP docunents through OQAS/ OFI S Li nk
[ 1] Printing Docunents

[ 1] OQher topics: (please specify)

Pl ease use this space for any comments, suggestions or requests.




