Technology Planning

This is a guide to creating a technology plan. This was originally a handout from a
workshop on Technology Planning. For additional technology planning assistance,
please contact Bobbi Lee Slossar at the New Hampshire State Library (
bobbilee.slossar@dcr.nh.gov).

Steps of a Technology Plan:

Why develop a tech plan?
Preliminary planning

Necessary parts of a tech plan
Mission statement/Introduction
Technology goals and objectives
An introduction to TechAtlas
The technology inventory
Budget planning

The evaluation process

What is a Technology Plan?

= An overview of your current technology
= A blueprint for how technology assists the library in meeting its mission

Why should you create a technology plan?

A technology plan is not simply a plan for what technology should be purchased and
when it should be upgraded. It is a mechanism to help prioritize and budget for the
technology tools that are most important for achieving organizational goals. By
starting with an organization's mission and priorities, a technology plan helps to
clarify where opportunities exist to improve infrastructure or deliver services in a
new way (Reference: TechSoup).

A good technology plan will also allow you to substantiate your computer budget

requests, verify your in-kind grant contributions, and are oftentimes necessary
when applying for technology-related grants.
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Preliminary Planning

A technology plan must take the following into consideration:

The library’s mission statement

The library’s vision statement concerning technology
The technology needs of the community

The library’s long range plans

Technology Planning Committee:

Don't try to write the plan on your own! Involve library trustees, staff, and a few
members of the general public in writing the technology plan.

Staying current with new technologies:

It is important to know what new technologies are available in the library
world.

Equally important to stay current with technology trends in general.
Sometimes knowing about new technologies can actually save you money!
It is not realistic to expect to purchase all of the newest technologies.
Decide which technologies fit your library’s goals and your community’s
needs.

Ways to stay current with technology trends:

Read the monthly issues of Computers in Libraries via Ebsco.
Subscribe to general technology blogs, like TechCrunch.

Talk to other librarians about technology.

Attend technology workshops!
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Necessary components of a technology plan
(As described in Writing a Technology Plan: Assistance for NH Libraries)

The plan must:

1.

Establish clear goals and a realistic strategy for using information
technology and telecommunications to improve library services.

If this first requirement has you stumped, review the sample goals and other
technology plans to get some ideas. Don’t overlook some of the most basic
technology needs: Computer training, providing electronic resources and the
necessary instructions, having adequate computers and accessories, etc.

. Include a professional development strategy to ensure that library staff

knows how to use these new technologies to improve library services.

One of the most important things you can do is integrate staff training into
each and every goal. Your staff members are your most important
technology resource; make sure that you provide for staff training every step
of the way.

. Include an inventory and assessment of the information technology and

telecommunications services that are needed to improve library services.

Consider using the Tech Atlas tool to inventory computers, peripherals,
telephones, databases, etc.

Provide for a sufficient budget and implementation process to acquire and
maintain the hardware, software, professional development, and other
services that are needed to implement the strategy.

Again, consider using the Tech Atlas tool to build the budget.

. Include an evaluation process that enables the library to monitor progress

toward the specified goals and make midcourse corrections in response to
new developments and opportunities as they arise.

Some people find it easier to build the evaluation for each goal into the goal

objectives and strategies. You’'ll see examples of this in an upcoming section
of this handout.
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Writing the Plan: Introduction & Mission Statement

Technology plans typically begin with an introduction to the plan and the library’s
mission, vision (if available), and technology statements (again, if available). Does
your library have a mission statement? If not, this should be your first step in the
process of writing your technology plan.

Mission statement:

Aim for one — no more than three - short sentences. Saying more with less should
be your goal.

The mission of the Evanston Public Library is to promote the development of
independent, self-confident, and literate citizens through the provision of open
access to cultural, intellectual, and informational resources.

-Evanston Public Library, 703 Orrington Avenue, Evanston, Illinois 60201,
http://www.epl.org:80/library/library.html

Introduction:

Many technology plans begin with an introduction that includes the library’s mission
statement, and oftentimes a vision statement.

Library Mission Statement

The Kilbourn Public Library (KPL) serves the needs of the community. It serves a
diverse group of residents and visitors, in addition to cooperating libraries. The
library provides a place and a variety of resources to meet patron information,
education, recreation, communication, and cultural needs. The library provides
materials in print, audio, video, and other electronic formats for circulation and
reference use. KPL staff is available to assist patrons in meeting their needs.

Statement of the purpose of technology at the Kilbourn Public Library

Technology is used to enhance communication, assist patrons, deliver library
services, and manage the library.

Introduction
KPL is committed to providing technologies for its users. The staff are advocates for
information literacy. At our library, technology is at the very core of our services.

This technology plan will be revised every three years or as needed.

http://www.dellslibrary.org/techplan.html
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Library goals, objectives, and strategies

A major component of your technology plan will be outlining the technology-related
goals of your library. Remember, your technology plan is based on how technology
supports your library services to the patrons.

Goals:
Goals are broadly written.

Example: To provide training opportunities to enhance services
provided to library users.

Objectives:
The objectives are written more specifically, and directly support the overall
goal.

Example: Develop and implement a training program for library
users

Strategies:
Strategies are very specific statements. These are exact actions that the
librarians will take to implement the broader objectives and goals.

Example: Schedule patron training in the following areas: basic
computer skills, Internet searching, email, using the OPAC

An evaluation, or a way to measure the success of the objective, is often
included within the strategies.

Example: Distribute evaluations at all sessions to determine
future training opportunities

Let’s see the entire goal with its objectives and strategies on the following page...
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Sample goal, objectives, strategies, and evaluations

GOAL:
To provide training opportunities to enhance services provided to library
users.

Strategies

Objectives:
Utilize and improve technology provided to library staff /
» Create, distribute and evaluate staff technology survey annuall
» Schedule more staff training in the following areas: web searching,
word processing, creating publications, Horizon software

= Analyze and evaluate current staff training program<—— Evaluation

Maintain a vigilant approach to meet the needs and requirements of
staff.
» Work with departments heads to pinpoint training needs of staff
» Work with department heads to ensure staff goals are met in
accordance with library goals
= Make sure all staff have sufficient training on new Horizon product and
feel comfortable using it

Develop and implement a training program for library users

» Schedule patron training in the following areas: basic computer skills,
Internet searching, email, using the OPAC

= Distribute evaluations at all sessions to determine future training
opportunities

» Implement new training opportunities as requested and if feasible

» Investigate the possibilities of holding patron trainings outside the
library

Why does this goal fit the needs of a technology plan?

» Although the goal is to meet the needs of the library user, it recognizes that
staff members need to be trained to assist the user with technology.

It assesses staff ability with regards to technology.

Provides for staff training.

It works to meet staff training goals.

Provides ways to evaluate the specific strategies.
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Examining the goal

Sometimes it is easier to grasp writing a goal without having to think in complete
“tech planning-ready” sentences...

Enhance Patron

Services
| |
Staff Technology Staff Training Goals Patron Training
= Assessment = [dentify staff = Patron training
* Training training needs = FEvaluations
= Evaluation = Ensure training is * Additional (new)
done (Evaluation) training

http://winslo.state.oh.us/publib/techplan.html
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Hands-on Assignment:

Develop a goal, objectives and strategies to improve technology-related services to
individuals in your community with disabilities.

a N

Improve Service for
Individuals with
Disabilities

= J

Goal:

Objectives:

1.
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Additional Notes:
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Using TechAtlas

» Through our membership with WebJunction, we have access to TechAtlas,
a program designed to help non-profit organizations create technology
plans.

= TechAtlas is a type of “wizard” that helps you complete the necessary
parts of a tech plan.

» Although TechAtlas provides some pre-made goals and objectives, you
are encouraged to write your own. You can take the time to add them
to the TechAtlas wizard or simply keep them separate and merge the two
documents at a later time.

» Using Internet Explorer only, direct your browsers to:
http://webjunction.techatlas.org

Sign up for a new account, if necessary.

hew to TechAtlas?

The TechAtlas for Libraries site is designed to
support technalogy planning and management
in libraries. *ou can learn more about the
resources and tools available through Techatas
on WebJunction.

MOTE: There is also a version of TechAtas
available for Monprofit Organizations, If you
are a nonprofit interested in using TechAtas,
please visit TechAtlas for Monprofits, sponsored
by MPower,

Libraries may create a free TechAtlas account
by dicking the button below.,

Sign-Up How!
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TechAtlas provides assistance in all of the major components of a
technology plan:

Enwision Survey Inventory Budget Evaluate Tools & Reports

Get Started  About Us

Envision:

Notice that TechAtlas allows you to assemble your tech team, add your existing
mission and vision statements, and select from a number of generic goals and
objectives — as well as add your own to the plan. It is recommended that you write
your own objectives, strategies and evaluations and add them to Tech Atlas instead
of using the ones provided. You have the option of adding this information to
TechAtlas or simply merging this information with the report generated by
TechAtlas at a later time - just be sure to include all of the information found under
this “Envision” section in your report.

Survey:

TechAtlas has a few ready-made technology surveys that you can send to your staff
members in order to assess their current technology skills. This is an optional step
in writing a technology plan; however, it might be very useful for the technology
planning committee to know the computer needs of the staff members and to use
this information to develop future staff training.

Inventory:

Using the provided inventory tool can save you a lot of time! If you only have a few
computers in the library, the inventory tool can be run independently on each
computer (instructions are provided in this handout). If you have a large network,
consider running the inventory tool over the server to gather the information for all
of the computers at once.

Budget:

Create a customized budget. Set up the budget in a manner that best fits your
specific budget. Don't try to overwork your budget to fit the needs of the TechAtlas
program.

Evaluate:

Include evaluation measures to your technology plan. TechAtlas has this as a

separate part of the technology plan, but you might be more comfortable including
the evaluation strategies in your technology goals and objectives.
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Running an inventory on a single computer

Home Envisior Survey Inventory

Software

Metworks  Computers

Library Locations

Computer Inventory

This page stores information about all of the computers that you have invent
If you have not inventoried any computers yet, use the Inventory Compu
inventory for your library.

From this page you can:
1. Inventory computers by clicking the Inventory Computers button be

2. Once you have inventoried all your computers, select the Inventory C

Inventory Computers

Any additional computers that you inveh\?nr',r will be appended to the list of g

Choose the Wizard for an automatic inventory of your computer.

Inventory Paths

N

There are three computer inventory paths available in TechAtlas. If you're not sure which one to use, Weblunction recommends the Wizard path.

A step-by-step guided process to help you choose the most appropriate inventory tool,

() Manual. This option allows you to enter basic inventory details in a simple web form.

Select an Inventory Path.

() Advanced. For more technical users - select from all of the available inventory tools.
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You’'ll need admin rights to the computer.

Inventory Wizard

Are you logged into this computer as an

o (=]
administrator?* iz

I} ) No

* Network dormain administrator rights are needed to allow your ¢

| <Back | |Exit| | Continue > |

If you aren’t inventorying your server, choose “no.”

Inventory Wizard

Does your library have a network server
computer running either Windows 2000 or
Windows 20037

If your library has a 0h peer-to-peer computer network, you
If your library has a Oh dient-server network, you may well

| < Back ] |Ex1t] | Continue =

Select the Local Inventory Tool (Script).

Inventory Wizard

Do you wa[;ﬁ to use the automated Local
Inventory Tool*, or would you prefer to
manually enter the inventory data into a web
form™=*?

@ Local Inventory Tool {script)

) Manual Inventory Tool {web form)

*The Local Inventory Tool is & Visual Basic script (Th YBScript) file that you will need to run at each computer that you want to inventory.,
**The TechAtlas inventory web form is also known as the Manual Inventory Tool.
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If you are using XP or Vista, there is nothing additional to install.

Inventory Wizard

I

Additional Step: Windows 95/98/NT Computers Only

If the computer you want to inventory is running Windows 95, 98, or NT, you wil need to install an additional piece of software from Microsoft before using the
TechAtlas Local inventory tool. This additional piece of software is the th Windows Management Instrumentation, or WMIL

You can download the WMI from Microsoft's web site. Make sure to install it on any public workstations that you need to inventory that are running Windows
95/98/NT.

[«Back ] [ Continue >

This notifies you that it is safe to ignore the warning that will pop up on your
screen.

Inventory Wizard

&
Click the button below to run the Local Inventory Tool on this computer. You can use the same button to save a copy of the tool as a file. The file is less than 50 Kb in
size 50 it can easily be copied to a network share folder, floppy diskette, or other type of removable media for transferring to additional computers that you want to
inventory.

Please Note: The Local Tool can produce warning messages from anti-virus, firewall, and popup blocker software installed on your computers. It is safe for you to ignore
these messages and let the script run.

< Back

Ignore the warning, and select “run.”

l"l.l'erlfj,rmg _Hampshire_State_Libra.vbs from webj.. |

..Intemet Explorer - Security Warning

The publisher could not be verified. Are you sure you want to run this

—3 software? -
i Mame: TS Inventory local Mew Hampshire State Libra,wbs
-;: :r Publisher: Unknown Publisher ::af
Run Don't Run ]
R I EQImM

should only run software from publishers you trust. How can I decide what
software to run?

=

| % i) Thiz file does not have a valid digital signature that verifies its publisher. You
J
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Save the file to your desktop.

File Download - Security Wamning |£|

Do you want to open or save this file?

| Mame: ..Inventory_local_Mew_Hampshire_State_Libra.vbs |
Type: VBScript Script File, 44.0KB

[ofn From: webjunction.techatlas.org iz

ire ) ©

[ | [ sqe ) [ ]

While files from the Intemet can be useful, this file type can
potentially ham your computer. i you do not trst the source, do not
open or save this software. What's the sk ?

The final report.

obbi\Desktop\TS_Inventory_Done.htm - Windows Intemet Explorer

bRl & C:\Users\Bobbi\Desktap\TS_Inventory_Done.htm

B o i i

- - 2- ~ | [search Web |=| <7 | £k Upgrade your Toolbar Now! ~ [=JMail ~ (& My Yahoo! ~ () Shopping ~ »

K B3| Gof & & I B ~ | ¥¥ Bookmarks~ B0 blocked | F Check ~ 3 futolink ~ » ) settings~ | © Snagt B 11 [
}@Q\User;\sobmnsmm x ‘_| B o~ @ B - v [k Page v 3 Tools v

2= l' [ 4 Techhtlas

TechAtlas Inventory for local_New_Hampshire_State_Libra run on 12/3/2007

Techatls Login  (tool version .84L)
Single Computer Version (runs only on the local computer)

Domain Name: WORKGROUP
1)BOBBI-PC

The inventory is done!
At this point, you are ready to send the inventory details to the Techatlas server. To do so, click the Upload button below.
If you would lke to review or edit the inventory details before uploading them to Techatlas, scroll through this page. You can edit text within boxes to add or change

inventory details. Don't forget to click the Upload button when you are done to send the updated information to TechAtlas. 1

Computer Name
BOBBI-PC

Makeand Model _ _
Hewlett-Packard HP Paviion tx1000 Notebook PC

RA_M L\\»
1,985 MB WLAN: On
Serizl Number: CNF7110H88

{(f; HP Wireless Assistant X

Done & Computer | Protected Mode: OFf E100% -

Click on the “Upload” button to send your inventory to TechAtlas.
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Ipload button below.

ugh this page. You ¢&n edit text within

brmation to Techatlfs. | Upload |4

Success!

Upload Computer Inventory
Thizs page accepts computer inventory uploads from your network or local computer

Thank you! Your inventory data has been uploaded to TechAtlas.

View Inventory

[

Click on View/Edit under the Details column to see the specifics about your
computer.

Library Location Number of Computers
Primary Work Area 1

Total 1

Computers at Primary Work Area

Name PAC 0s cPU RAM Acquired Updated Details Events
BOBBI-PC [ Windows Vista AMD K-6 1985 2/26/2007 1232007 View [Edit View Add

[ AddaNew computer |

When finished entering computers, click the checkbox below to complete your inventory.
Inventory Complete [

The inventory is complete! If you are running the inventory separately on a few
computers, log onto another computer, click on "Add a New Computer” and run the
script on each computer.
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Using the budget tool

Let’s start with the budget set-up...

© Budget Setup

Budgetary Worksheet

@ Budget Summaries

Start with determining if you want to set up your budget by activity or objective
level. Hint: Objective level is less specific than activity level budgeting. However,

for this exercise, let’s select “activity” level.

Your budget level is currently set to Activity. Choose Budget Level

Let’s add the appropriate years for our plan. Remember, a technology plan typically
spans three years.

Plan Years
Iise this function to configure the budge

coverage for a
ar: 2010 -

A

Add Mew Plan

Add some budget categories that will match your line items.

Budget Categories
Budget categories allow you to assign line

Add new Category:
Computer Hardware Add
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Add your funding source(s).

Funding Sources

|se this function to designate a source of fun
funds from either of these programs.

AHH new Funding Source:

Local Funding Add ]

J

Click on the “Worksheet” submenu:

Home
[S——

Setup  Worksheet Summaries

Edit your budget page to enter budget amounts.

Budget Worksheet

You are currently budgeting at the activity level.

[ Print Table I [ Download Spreadsheet

Activities
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Entering your evaluation criteria

You have the option of including evaluation criteria separately or within the goals
and objectives section of your report.

Tools & Reports

Click on the link for “Evaluation Steps.”

[ @ Evaluation Steps

W

@ Plan Approval Status

Add an evaluation step from your evaluation strategies.

Add New Evaluation Step:

Provide class evaluation sheets to each of the class participants. | »

Your complete technology plan

When you have finished inputting the information into TechAtlas, you can export
your data to a Word document and continue editing it from there. You may wish to
merge your existing sections (Introduction, Mission Statement, Goal and
Objectives, etc.) with the report(s) from TechAtlas.

Evaluate Tools & Reports
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Click on Downloadable Technology Plan

@ Event Tracker

© Reports
© Downloadable Technology Plan ]

© Computer Upgrade Wizard

Click on the link to "Download in MS Word format.”

E Downlozad in M5 Word Format {.doc)
E Download in Rich Text Format (.rif)

Great job!

Notes:

Technology Planning — November 2008 - New Hampshire State Library 20



