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-ABSTRACT

This thesis details the investigation and analysis of the
current manual administration of Ahmadu Bello University
personnel records.

Problems and inefficiencies associated with this manual system
are identified.

Analysis of these problems clearly indicates that some computing
power could be explored to handle the University's personnel records
administration. The proximity of the institution's Mainframe Computer
System (CYBER 72) situated few meters away from her main
administrative building is a big factor that further underscores to a large
extent the  "feasibility of this exploration since the facilities at the
Computer Centre could be used to advantage in implementing the new
system.

A careful study of the facilities obtainable on the University's CYBER
72 computer enabled me to recommend that, a strictly data processing
activity which involves the MAINTENANCE OF AN INTEGRATED
DATA BASE (instead of a COMMON DATABASE) is  the most
economically feasible approach.

Based on this recommendation, a Computer-based information system

entitled "COMPUTERISED
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PERSONNEL INFORMATION SYSTEM FOR AHMADU
BELLO UNIVERSITY" is designed.

Sample data used during the development of the
system was collected from the Registry unit of
Ahmadu Bello University.

Due in particular to the appalling- failure
rates (due to old-age') of the University’s
present computer System, and the unreliable power
supply witnessed towards the tail end of
completing this project, it became nearly
impossible to get serious work done by the
computer, thus, exhaustive implementation could
not be effected.

If the University so desires, full
implementation could be carried out when the new
Computer System being proposed is purchased and

installed.



TABLE OF CONTHNTS

PAGE

PITLE PAGE vounvevevosrosnnoesnnnnonsnnesas i
COPYRIGHT evvvevenoenerncanccnvranasnaneess 1l
DECLARATION vovesevesonnnncocnnnnscnnnsness Lild
CERTIPICATION wu'vrsvenonnnsononnccesnnnnss iV
DEDICATION wesprepssoanennonnnnnccncnanneees ¥
ACKNOWLEDGEMENTS 4y s sepeeennoansocenncenss Vi
ABSTRACT 4uueeevesnnasarsonncnnnorenannnees Viil
TABLE OF CONTENTS vuovvvvssenvancascsnnerees X
LIST OF FIGURES «uvsvevnerecrannsonsnnnonss Xiid
LIST OF APPENDICES 4.vuvesseeneroeveneeasss Xiv

CHAPTER

1e

2e

INTRODUCTION .'-.....Cl'.'.....l......l.... 1

1.1‘ BaCkgI‘OU.nd --ovoao..--‘....lildl..." 1
Te2e Literaturc ReVICW eeesesessceccessn.ve 3

1e3. Research MethodologY eevevessnsconnn. 6

SYSTEM INVESTIGATION AND ANALYSIS eevsewew. 11
2‘1. The Manual System .II.....'-..IC'.QIUO 11

2.1y1. Purpose of Personnel :
P Information System teresanuey 11

2+1.2, The Personnel Department .,, 12
2.1030 ACtIVITIOS seriurrevnnnnnnsre 15
2¢1.4. Input And Output ,.......,.,, 16
2.1.5. Records And Files ceerecesns. 17

2.1,6. Processing ..............;}?: 17



Je

2.2‘
5%
204.

2.5

- Xi -

Prublens cesnscsigosissssacnsssnssenss
Constraints seeeeececsetecssntonseans
Systel;'t Proposal eecesesbaccsobssionss
2ellxle 'ODIOCEIVOB cssvcectoisnsieses
2.4.2. Possible ApPProaches esveessese

2.4.3. Conputing Resources
Available I R

204.4. Justification S sr e nnrenen

Recommendation R R

SYSTEM DESIGI{ .ll'..l’.l........’...........

Jele
3e2e

3e3.
Jede

3¢50
Febe

3eTa

3.8.

Scope .....................Q.........

System Requirements ccesseccsecsenssas
3e2e1e Design Considerations eceececes
Ji2ide. HOTAWATO werevessvscoanessisis
Macro System Chart eccseccsscccccccss

The Computer-Based Fersonmel
Information System D T I

3e4¢1e Organisation of the Data

Baso LR L B L L L R B R BN

3e84e2. Personnel Information Data
Base Subsyﬂtem L L B

3+4+.3. Personnel Information Reprt
Generating Subsystem .ececees

3e4e4. Personnel Information
Enquiry Subsyﬂtem R R R

3.4.50 Inputs to the System cr s
System Control B R R
Security and ?rivacy Thssssssssanennn

Back-up, Recovery and Data Base
Reorganisation Ses s s sssnsta s rar RN

User Interface SAas s e nssetsssssnseene

22
25

26
26
27

31
32
36
37
37
38
38
42
43

46

46

50

63

65
68
68

T

76
78



4.

De

6.

3.9.

4.1.

4.2.
4.3.

4.4.

- xii -

Implications of the System scecececacs

"SYSTEM DEVELOPMENT AND IMPLEMENTATION .eveee

Program Development esscececcsccosceccecs
Implementation Language eeececcsccecsces
Implementation .,.................;...
4.%,1., File Conversion cecseccccccccsce
4.%.2. DUser Department Education «...
4.3.%., University Staff Education ...

4.3.4. Changeover to the New
System ..Q..l......l..“....l.

Implementation for the iject sasnnen

FUTURE DEVL’}IDPPU!‘ITS c.oo-.....o.o.o...l.o.'.

S5l
520
5636
5.4,

Systelﬂ Bvaluation seecsceccsssscssscccecs
Enhancement to Other Reports eceeecceee
Fnhancement to Other Enquiries eceecees

Fnhancement to Related TAasks ssseeeces

CONCIDSION......O...I.I..l......l...'.‘.....

REFERENCES Q.Q.I.O..0.........l.l."........

APPEJDICES ........’....C.....I....“Q.'....

80
83
83
85
86
87
87
87
88

89
N
91
N
92
92
95
96
98



FIGURY

w wiii -

LIST OF FIGURES

A Macro System Clart for the Computer-Based
Personnel Information Systel ccaesacs.

STARTER FOdl for the Computer-Based
Personnel Information System ......c.

VARIATION £O00%M for the Computer-Based
Fersonnel Information System .cceevese

DELETION FORM for the Computer-Basecd
Persgsonnel Information Systemn ceseeeess

44

52

&0

61



- xiv -

LIST OF tPuNDICES

AFPENDICES
I. Computer Hardware Configuration at

II.
IIT.

Iv.
V.

VIi.

ViI,

VIII.

IX.

Xe

Xit.
XIi1I.

IYA ABUBAKAR COMPUTLZR CENTRE,
AHMADU BELIO UNIVERSITY, ZARIA eeveecon.

Sample of Documentation Forms
As Used In The Manual System eecececscess

cample of Reports Generated By The
Manual System .Ql....OO.".'.......I....

Pergonnel Masterfile Specification e....
System Flowchart For PIDB

Su"qs"stem '......O.‘Q...I...I.....‘.‘l..
System Flowchart For ¥IRG Subsystem ....
systen Flowchart For 1IE Subsystem .e...

List of Possible Reports From The
Computer-Based system Along With
Corz‘esmndj—nﬁ' «chort Codes . et eaassense

List of Fossible Enguiries From The
Computer-Based Systeu Along With
Corresponding Enquiry Codes eescecesessos

A Simplified Users ilanual For The
Conmputer Based 3ystefl seececcvcececcnces

List of Valid Codes For The
Computer—Based Personnel Systell ceeeesss

SaBIplG ngmrﬂii‘ & outpu.t Y L R I

Sample Zc¢-minal Sessions During
Data Entry -ocoo.oo-i...o-'o.o'ocooouoo.oo

28

99

102
105

111
112
114

120

122



1'1.

CHAPTER 1

IHTRODUCTION

Background

Customarily, when a new staff joins
Ahmadu Bello University (A.B.U.), he or
she has to undergo a process known as
Docunentation. Practically, this involves
giving certain personal data to the
administrative and/or service departments
such as Registry, Bursary, Housing &
Passages, Library, Security Office, and
g0 on, 3

I observed that, though some

departments may require more details than
other, each of the affected edministrative/
gorvice departments opens a file for the
staff with nore or lcss the same kind of
data. Clearly, this practice indicates
that, Ahmadu Bello University manually
maintains a distributed system of file in
the administration of her personnel
information,

Thig rescarch investigates and analyses
the current manual adninigtration of staff

records in Ahmadu Sello University,
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During the course of investigations, it was

noticed that staff record keepers/
adninigtrators are usually swvrrounded by
vast amounts of staff data that are sometimes
extracted or abstracted, but which can
Tremain buricd in pillions of words and tonnes
of paper. For instance, statisties collanted
from the Registry reveals that in 1977 there
were 6,953 gbtaff records to be adninistered
by the University while in 1979, this figure
increased to 11,999, |

Thus, for an organisation like Ahmadu
Bello University that is open to an ever
growing population, accurate and timely
retrieval of desired information regquires
a high degree of gkill,

Deriving from the foregoing, and other
ldentified problems and inefficiencies
inherent in the manuel systen, a
conputeriged personncl records
adminigtration system ig Proposed,

Baged on the facilities obtainable on
the University's nainframe Computer Systen
(CDC CYBER 72), the approach suggested as
the most cconomicyl meang of providing the
needed computing power is that of s strictly

data processing activity involving the
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MAINTENANCE OF AW INTEGRATED DATA BASE instead
of the MAINTENANCE OF A COMMCN DATA BASE. The

Common Data Bage approach may be slightly costlier

to realise in that it will necessitate the purchasing

of a specilalised software with Dafta Bagse Management
capabilities which is presently not available on
the CYBER 72 system of the Iya A hubakar Computer
Centre in view,

In contrast, facilities on the University's
Computer System (CYBER 72) suffice to be used to
advantage in realiging the INTEGRATED Data Base
approach which has as its cormerstone the keeping
of Integrated filing System whereby output from one
gsection's activity can be used as input for another
section, |

In the light of this proposal, Computerised
Personnel Information System {CPIS) is designed,
The degign ensures that, files and programs will

allow later integration of further zapplicatiocns.

Literature Revigw
The persomnel function involves the
recrultment, placement, evaluation,

compensaiion. and development of the



-4 -
etiployees of .u orgunisation.
"Praditionally, personncl information -
syatens are used by organisations to produce
Paychecks and Fayroll reports; maintain
personnel.records; and snalyse the amounts,
types, and costs of labour utilisged in
operations’, O'brien J.A. {1978).

literature review indicates that, many
organisations have gone beyond these
traditional functions and have developed
personnel information systems which support
among other things:

- reervitnent, sclection, and hlring

-~ job placement

= performance appraisals

- euployse benefits analysis,

-~ training and deveclopnent

- health, safety, and security.
Thus it is cvident that in a broad sense,
pergonnel information systcrs support the
concept of human resource managenment, which
cnphasiges planning to meet the personnel
needs of the organisation, and the control
of all personnel policlies and programmes go
that effective nnd efficient use could be
made of the human resources of such an

organisation be it industrisl, educational,
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?esearch, government, or business.

Further surveys into literature reveal
that, in developed countries several large
corporations have employed the computer to
hely in the selection and allocation of
their personnel resocurces.

"American Can Company maintainsg a
computerised personnel system designed to
primwarily identify skills and qualifications
needed in future; define corporate .and
business plan in 'people! terms; and provide
information %o solve personnel problems. In
the operation of this system, personnel
profiles on individualsg fed into the couputer
are obtained via guesticnaires completed by
the employce himself, and through personal
interview with his supervisor.

General Zlectric's Valley Porge Space
Technology Centre employs a form of
comnputerised manpower gystem whereby, even
the company gpersonnel ¢ffices in remote
stations can directly teletype a reguesgt for
particular personnel information and receive
an angwer in geconds.

Eastman Kodak puts personnel information
on microfilm for accegsibility. FPersonnel
reports are Lhen generated from the master
record at a frequency dependent on the
company's need", Belinda, P.P. (1977).

"Military personnel information systems
are known to mostly keep records on
qualifications, training, and assignments in
addition tc the ugual common information
maintained on individual military personnel,
These form the data base from which routine
?r gp?cial reports are prepared", Favret, A.G.

1965},

Litersture review shows that in
developing countries, there hag not been

tremendous prowth of regearch in the area
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of conputeriscd lersonnel Information
Systemn,

Deriving from my invegtigative reviews,
it is cvident that, in Nigeria, although
not wholly negligent in harnessing computer
power to advance the state of art activities
in Personnel Information Management,
organisations have yet to place nmaximum
emiphasis and totally directed efforts towards
increased and expandcd computer utilisation
a8 has occurcd in Accounting Information
Systemg like Payroll, Inventory, General
Ledger and 50 on.

For instance, we noticed that in
Nigeria, apart fron few establishments which
attenpted independently to set up personnel
recorda system but which did not make great
in-roads towards implementation, no gther
ertensive work has been carried out in the
area of Personnel Information Systen
automation. Infact, with the few
establishments, record of works/efforts
involwved are hitherto poorly documented as
to help support futurc researches in
automated personnel Information system in

Nigeria.

1¢3« Regearch Methodology

Y

This project was undertaken in stages.
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The wvarious stages are outlined as

follows:

{a)

(v)

Systen Investigation and Analysis.

This stage involves the detalled
study and analysis of the manual
system. The investigation, carricd
out by interviews, discussions,
cbservation of the systen in operation,
and study of come Registry documents,
endeavoured to know the repetitive
tasks, specific and exceptional
denmands, volume of information
denanded, frequency and speed of
retricving such information, and new
information needs, Appendix II and
II1 show cxample documents, and reports

ag found in the manual gystem. Based

~on the findings and analysis (as

detailed in chapter 2), a Computer-hsged

Personncl Infbrmation system is proposed.

Sygtem Degign

The system design stage borders on
the design of the proposed computer-
based gystem. This consists of three
subsystcems which collectively are
capable of performing with higher

speed and accuracy thogse jobs that are
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presently done manually as well as

those which though desired, could not

be done hecause of the tedious nature

of processings involved (e.g. statistical
reporta).

These three subsystems are
- the Personnel Informntion Data Base

{PIOB) subsystemn,
- the Pergonnel Information Report
Genorating (iIRG) subsystem,
-~ the Personnel Information Enquiry
| (PI8) subsysten,

The PIDB subsystem addresses itself
to the creation and maintenance of the
Pefsonnel Information Data Base which
could otherwise be referred to as the
Personnel Information Master File.

Furthermeore, it can produce on
demand »n magter list of all fully
documented Ahmadu Bello Univeraity
staff. The TIRG subsystem produces
various reports including thoge which
though hitherto were desirable, could
not be obt-ined in the manual system.
An exsaple ligt showing types of these
reports that coyld be generated on
dennnd are sutmarised in Appendix VIIIX
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The PIE subsystem is an
interactive one. It concerns itself
with giving prompt response over the
screen to different requests by the

users

Systen Development And Implementation

This stage outlines the procedure
for developiag and implementing the
system designed. Programs for the
PIDB subsystem were fully written and
tested (Appendix XII shows sample
programs). Since all reports are not
necessgarily nceded at the same time, a
nodular approach driven by the use of
report codes is adopted in the
development and testing of programs
for the PIRG subsysten, Similarly,
gince all enguiries could not be made
gimiltaneously, modular approach
driven by the use of enquiry codes is
adopted in the development and testing
of programs for the PIE subsystem.

Because of the inability of the
Registry unit to nake perfected data
available in time, and due in
particular to the sudden and

unrealistic poor performance of the
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University's mainframe CYBER 72 computer
gsystem witnessed at the time of
coupletion of this research, only a
partial inplenentation could be done.
However, even though the implementation
is intended on Ahmadu Bello University's
computer, the programs are not machine
dependent. 4s such, if so desired, the
University can implement the systenm
when her new anticipated computer
sygten ig installed.
Sample program ligtings are -

included in the appendix.{ippendix XII).
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CHAPTER 2

SYSTEM INVASTIGATION AND ANALYSIS3

L]

2els The Manual Systen

2elete Purpoge of Fergonnel Information Systen

"Human resource planning/mansgement

ig defined as the procegss by which an

organisation ensures that it has the

right nuaber and kinds ol poople at

the right ploces, at the right tine,

capable of effectively and efficiently
conpleting those tasks that will aid the
organisation in achieving its overall

objcctives®, ROBBINS (1978}.

Personnel Information System provides,
up-to-date infornation necessary to
support the various human resource
nmanagement decisions which as a whole
cmphasises

- plamning to nmeet the personnel

needs of the organisation; and,

~ the contreol of personnel policles

and programmes to enaure that

effective and efficient use coulad

be node of the human resourcess
Specifically suwnmarised, Personnel
Information 3ystem supports

- panpower inventory, a process which
describes asvailable skill within the
organisation.

- job analysis, a process which
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Procurement; Development; Motivation;
and Maintenance.

Proccurenent includes planning,
recrultment, selection, placement, and
orientation of cuwployees. Development is
the training and educating of the work
force.

Motivation ig concerned with factors
that stimulaste a worker's effort and
performance.

Haintenance includes provision of
benefits, scrvices, and working conditions
that maintain ewployees commitment.

Thege functions are exercised via its
various sections/wnits, with each scetion/
unit headed Ly appropriate officer as
follows: !'

Egtablishment Secretaryl— |
Yho is rcgponsible for the policy
and administration of the establishment
~unit, He reports directly to the

Registrar, as well as some University

decision making committees (through

the Registrar). He interacts wiih
other units of the Registry, and all
departments within the University on
matters that concern the overazll

genior staff of the institution.
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2¢1.3. Activities

Summarily, the specific activities of

the Personnel depnrtment as carried out

through its various units include:

1.

24

3e

4e

5e

Te

8.

9.

Coordinating and regulating
recruitment of University staff,

Projecting University staff
necdse.

Documenting newly employed
staff,

Coordinating matters of
training and development of
University staff,

Coordinating the provision of
good welfzre services to staff,

Coordinating issues of staff
promotion.

Keeping records of data on
cach University staff.

Coordinating activities
related to staff resignations,
retirenents, terminations and
dismissals.

Generation of wvarious
stutisuics and management reports
from gtoff records (appendix III
details some of them).
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201‘040 ut d Output

1. Input -

The personnel department obtains
its input data from different sources.
These sources include:

(1) BRequests from the various
deparinents..
(ii) Requests from Management
Dacision Committee.
(iii) Dat= on new employees,
(iv) Changes in records of existing
staff.
(v) Requests from individual staff
(vi) lLequests from Government
(vii) Recuests from within the
Personnel Department itself,
(viii) Information available at each
department within the
University.
2, Output -

The following outputs are among
those derived from the manual system:
(i) Analysis of I & J staff by

function.
(ii) Anslysis of Senior Staff by
function.
(iii) BSummary of Number of staff in
post in Ahmadu Bello
University.
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(iv) An-lysis of Senior Staff by
sex and Nationality.
(v) Annlysis of senior Academie
staff by Sew and Nationality
(vi) Analysis of Senior Academic
Staff by grade level.
(vii) Historical growth of staff in
post in Ahmadu Bello University.
(viii) Analysis of staff by Residence.

Records 4nd Fileg

For each steff in employment, there is
a file in the form of a file jacket
containing personal data of the staff, as
well as all docurented issues (such as
Queries; Confirmations; Promotion; Training
and Development issues; Performance
evaluation; c.t.c.)

Collectively, all the information
contained in each file jacket constitutes
one records. Files of staff that are no
longer in employment are separated and
kept in a cabinet designated as ARCHIVE,

In the manual system, each file is
assigned a unique number known as the

staff's personal number.

Processing
The processingswhich are done manually



-18..
include the following:
Staff projections/estimates =~
*jcadenic staff needs of the
University arc projected using the staff/
gtudent rmtio classed by faculty as
follows-

Staff : Student

1 7 (Faculties of Human
and Veterinary
Mediome) .

1 s 10 (Faculties of 3cience
and Engineering).

1 : 15 (Faculties of Arts,
Administration, and
Social Sciences).
1 s 25 (Faculty of Education).
*Senior non~-academic staff needs of
the University are projected using the

general ratio of -

Senior Non=-Acndemic : Academic Staff
) .’lf

1 : 3
*Intermedinte & Junior (1 & J) staff
needs of the University are projected
using the generzl relationship of -
1 I & J atafT: 2 studenta

Based onthese formulae the planning
unit is casily able to determine when
the University is under-staffed or

over-gstaffed,.
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(b) Starf Hecruitment -

When reqguests for staff (Senior, or
Intermediate or Junior) are received,
from departoonts, the planning unit will
advisc on whother or not such vacancies
could be filled. If approved, advertisements
notice will be sent to Information &
Publications unit where such vacancies
will be advertised. Individual departments
are responsiblc for interviewing candidates
shortlisted for consideration; and for
naking recommendation to the Personnel
Department on thogse candidates that are
appeintable. YWhen such recommendations
are approved by council, the Personnel
Department issues letters of employment to

successful condidates.

(p) Staff Docuncntation -

When a new staff assumes duty, he/she
mist underzo documentation. This involves
conpleting soue forms on his/her personal
data, and supplying some other information
like mediesl report, certificates'
photocopy. The Personnel Department opens
a file to contain 21l these information
ineluding the completed forms, and
directs the staff to other units of the
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(e)

o
University like Bursary, Library and so on,
where he or she nceds to equally get

properly documented,

Staff Promotions -

Onece in =~ year, the Personnel
Department nakes call on all staff via
their departrents to submit papers for
promotion consideration. Usually many
copies of individual staff's Curriculun
Vitae are regquested. The compiled list of
staff qualificd for consideration is
produced by the rcrsonnel Department for
presentation to the various promotions
Conmittecs,

All stoff recomnended and approved for
promotion by the necegsary Committees,
receive letters of promotion from the
Persounel Department. Coples of all
transpiring documents in this regard are
filed as nddition=zl information for
individual staff concerned.

Staff Training & Developnent -

Requests from individual staff or
gtaff's departuent for a training desire
are gstudied in line with provisions of staff
rules and regulations (i.e. conditions of
service). If found to be in order, and

could be supported by available resources
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(human, to serve in place of staffwhile
undergoing training; and finance); the
Personnel Department issues an approval
letter explaining the terms of such approval,
All documents relating to this will be kept
in the staff's file.

Retirenents, Teruinations, Dismigsals -

In all cases of retirements, terninations,
or dismisszls the personnel department igssues
letters of notifications to the concerned
officers and advise the bursary departnent
accordingly. The files of such concerncd
staff are tham closed and placed into ARCHIVE

Oa'binetS.

Generation of Statistics/Reports -

To generate reports or atatistics, the
Personnel Departuent needs to sean through
the file of individual staff that may be
concerned. ouch files are selected making
use of the st~ff personal number that are
indieated on the files.

This exercise is usually verycumbersoue
to realisc even though several hands are
normally involved,

Requests for reports come from different
sources including departments, University

nanagewent Conmittees, Government, and sc on,
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When they are roceived, appropriate unit

officer will certify the authenticity of

the request. If such is found to be

authentic, st ff of the unit will be set in

motion to gencrate the required report/

statistics.

Probleng

The problems 2and inefficiencies

identified with the manual system are:

1.

2

3

High rate of errors -

Becauge the system is very laborious,
involving »n lot of paper work and manual
filings, it . hag Dbeen observed to be
highly prone io errors such as those of
(a) transeription, transposition, and

omission when preparing managenent

inforuation reports.
(b) spelling and filing mistakces.

Redundancy of data -

That cach of several departments hasg
to open « file for one staff with pore
or less the same kind of data results in

data redundancye.

Inconsistencies in staff records -
Transcription, transposition or
omission errors resulting from oversight

during the completion of docunentation




6.

T

- 2% -
forms can iwkoe data of a staff as
rocorded in one department differ from
how it is in another. Thig results in

data inconaistencies.

Duplication of efforts -

The process whereby one staff
needs to supply the same kind of data
at different tines and departments
amounts to duplication of efforts and

tine-wastage.

Slow access to files -
Due in particular to the laboricus

volune of paper work and manual filings

involved, accegy to information contained

in filcs is usually very slow.

Misplacenment of files -

in scwveral cases, files are nigplaced

aftor accessing it for particular
Information. This can result in several
days of delay in processing staff data
for information at another time, The
wltimate implication here is that,
nanagenent decision based on such

information becomes inevitably delayed.

Non-Update of files/records -
In certain cases, due to the large

volume of files invelved, changes to
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staff record are lately reflected or
forgotten to be reflected at all,

Inadequate gecurity and privacy of files -
Mostly, because &f inability &o

provide appropriate file cabinets,

staff files are loosely kept. In this

way, Tilegs becore highly exposed to the

insecurity of thefts, rains, firc, or

easy misplacenents. Furthermore, the -

vrivacy of stoff information becones

unguaranteced, since anyone can casily

hnwve acecss to the files.

large surface nrea for storage of files -
Regulting from the very large

volune of files involwved, there is

always the requirement of a large

surface arca for gtoring staff filces.

Difficulty in report generation -
Statistical and management
information reports are always very
tediocus to realise due to the very
large volune of staff records involved
at all times., Implication here is8
that, riost management/statistical
inforustion reports are not usually
timely produced or in some cases wre

ignored e¢ven though desired.
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Conatraints

There are no specific constraints
(financinl or othcerwise) imposed on this
regenrch by anybody. It is however
intended by the researcher that

{i) »an ioproved system within

reagonable cogts be degigned to
solve wost of the Ahnmadu Bello
University personncl records

adninistration problems. |

(i1) 4if wpossible, running of the
eventunl systen should not
necegsitate hiring nore staff
(especinlly computer personnel) on

a perpanent basis.

(1ii) even though the systen is designed
with Ahmadu Bell University in
view, nny other ocrganisation could
tailor it with 1little or no
nodifications for use to meet thelr
necds.

That this project is not gponsorced by
anybody exposcd it to ineapacitating
limitations of neeting the various financial
coates needed for computer resources
(whenever the University's ¢DC CYBER 72

nachine broaks dﬂ“’@ and accessoriecs,
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System Propoanl

Objectives

A thordugh annlysis of the present
manual systoen indicates that introduction
of sore conputing power will ensurc the
achievenent of o better, accurate, faster,
and more cfficient administration of
rersonnel rccords, Speclfically, the

computer could be used tos

1+ eliminnte the possibility of
trangeription, transposition or omisgsion
errors during monagement information

reports preparation.

2. eliminnte data redundancy and

inconsigtencies ns much as possidble,

3. satisfy time-critical requests/

enquiries with winimus delay.

4. provide virious statistical and
managenent information reports sone of
which hithcrto were ignored evon though
desired,

5« maintain a file of all staff %alidly in
the University's employment and thus,

- eliminate the requirement of o very

large surface area for files storage.

6. . eliminate to a great extent, the
migplacenents of gtaff files.
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ensurc dequate security and privacy
of staff information since only
authorised officers may have access to

the dat~ basce

provide guick data base for onhanced
researches in areas of personnel

natters.

Posgible Approsaches

Three appraoches could be adopted in

providing the computing power to realise

nost of the objectives stated above,

namely: off-linc, on-=line and mixed appronches.

off-linc approach

In this =pproach, transactions (e.g.
dat2 on new staff; changes in the data
of an existing staff; request for
reports, c.t.c) are recorded by some
datn collcction units, for example the
keypunch machines, A% the end of
transnctions, the recorded data will be
transported nmanually to the supporting
mainframe computer (CDC CYBER 72) for
processing, updating of records and

generation of reports.

Advantages of this approach -
fe 1t is simple to operate
2. It is not usually costly to -provide.
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It is independent of the
mainframne and as such, if the
mainfrane breaksdown, the
personnel department could

continue to record transaciions.

Disadvantages of this approach -

1. Manual transportation exposcs
recorded transactions to the
donger of ingsecurity and danage.

2. Future enhancements to other
areas may not be easily
feassible.

3« Implcmenting an enquiry systen
is not feasible.

4. Personnel master file will not
alwoys be up-to-date.

On-=1line approach

In the on-line approach, the
mainfrane coxputer will provide via
retote terndinals, on~the-spot processing
of transactions and immedinte acecess to
the data baze, updating thé records.
With this approach, it is possible to
inplement batch tasks as well as enguiry
facilities.,

Advantageg of this approach -
1« The personnel nmaster file is

always up~to=date. Thus,
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up-to=date information reporta
could always be generated.
2, Enouiry facilities can eapily
be inplemented.
2. Bliminates the likely insecurity
| poscd by manual transportation
of recorded transactions,.
4« Capable of future cenhancements to
other personnel related tasks.
Digadvantages of this approach -
le It could be very costly to
provide in tormg of hardware and
software.
2e It is not suitable for jobs that
are not relatively time-critical.

Mixed approach

The mixed approach (otherwise known
ag the hybrid approach) strikes a balance
between the on-line and off~line, It will
provide on-1line capabilities for
tine-criticnl requests and those tasksl
essentinl for the day~to—day running of
the personnel records administration. .
Also, it con provide off-line capabilities

for such tisks as eapturing new employees
data; Variationg' data, and the likes.
Advantages of this approach -

1, ‘Virtually not dependent on the

mainframe. -
¥ b
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2. Could be enhanced to cater for
othoer personnel related tasks.

3« Could provide on—line enquiry
facilities;:

Disadvantnges of this approach =

1. Conplex in hardware and software
terns.

2. Usually a relatively expensive

 approsch.

2+4.3« Conputing Reaources Available

Pogeivility of using to advantage the
Control Data forporation CYBER 72 computer
systom of the Iyn Abubakar Computer Centre
was investigated. The investigation
revealed that, the machine is supported by
a Network Operating System (NOS) which has
provigion {or both bateh and interactive
(on~-line) procoessing. The computer systen
(see appendix I for its detailed
configuration) has sixty four kilo-bytecs
(64 KB) of .xemory. DThere are three disk
drives, ench disk being onc hundred and ten
nega~-bytes (110 MB). A fourth one (double
density) of two hundred and twenty mega-bytcs
(220 MB) is awaiting installation.
Furthermore, there are two tapedrives, one

card reader, and one line printer. A remote
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job entry printer serves as a back-up to
the only main printer.

At the Ceomputer Centre alone, there are
é4 screen berninals and two hard-copy Diablo
terﬁinals.

The entire computer system is powered
by a 468 KVA gencrator which is supposed to
engure un~intcrruptcd power supply,

Bxploration showed that, the. computer
gysten is under-utilised and as such, if in
its nornal/perfect working conditions, it
could conveniently cope with the requirenents
of the Personnel Information Systemnm,

A major limitation is that, the computer
gystem have cowe of age (over 10 years old),
and this may surely affect its performance in
general. This fenr becomes allayed however
by the intination that, the University hos
reached advancod stage in the efforts to
replace the old conmputer with another CDC
CYBER 180-810 computer systen which is
assured to support in all ramifications an

upward compatibility with the 014 system.

2.4.4. dJustification For 4 Computer-Baged Systen

A Justification for a computer-based
Personnel Information System could be made

through the following considerations:
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Costs -

Usunlly, the initial cost savings
derivable from a computerised system
are smnll conpared with the capital cost
of the systen. Infact, the initianl
running cost would be slightly higher
than thet for initiating the manunl
aystcn,.

It is iwmportant to note however that
over the pest few years, striking
advances in electronic data processing
technology hng tried to ascertain conputer
nethods ns czpable of improving the
accuracy ~nd utility of information such
that, if not able to reduce the absclute
costs of datn storage and transfer, they
can at least mnke manageable a larger
volune of data for the same costs;
wherens for example, any significant
inereases in the manual personnel
adminigtration activities will necessitate
hiring worce stoff or paying overtione wage
thereby ~ttrrcting additional eusts with
no assurnce that expected leve} of
efficicncy will be achieved.

A further view remainsg that, if the
capittl cost of the computer system is

spread over say, five years, the cost
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gavings will become favourably
appreciated since an improved and more
satisfying Personnel information flow
as coupared to in the manual system will
be witnessed.

Thus, on costing grounds, the
computerised system is justifinble.
Number of Records To Be Stored -

A8 indicated in chapter one, staff
population of Ahmadu Bello University
continues te grow each year.

To maintain up-to-~late and
complete personnel information, the
record of each gtaff will necessitate
storing slightly less than two thousand
characters. When the growth of such
records spon over many years, 2 very
large physicnl surface area will be
required to store staff data files
under 2 manually operated system. In
contrast, 2 conputerised system will
require only a few magnetic files to
store the same amount of data. This
is therefore certainly another
justificntion,

Number And Type of Reports Generated -

Sunnariscd in Appendix VIII

v . | arc pnost of the reports usually

desired to be generated. While some
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of these reports may be considered
to be moderate in size but demanding
laborious computation, scme of them
could be very bulky and time
consuning yet they could at times be
desired for urgent decisions.
Unreservedly, the manual system of
obtzining these reports will be slow
and cumbersoue. The computerised
aystem could produce them and other
ones fastly «nd more accurately, hence

its justification.

Benefits (tangible and Intangible)

Auwonz other things, the computcrised

personnel information system could

pProvide the following benefits:

(1) 3taff cost saving - staff costs
would be reduced via reduction
in the personnel administration
activity (especially in the
circunstance of significant
inereases in activities).

(ii) Stationery cost saving -
stationery costs for providing
documentation forms would be
reduced since staff will only
need to supply data at the
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personnel department rather than in
several departments,
(iii) Paster access to Personnel records.
(iv) Greater facility to carry out
managerial and clerical functions
within the personnel department.
(v) Improved decision making at all
levels.
(vi) ZEnhancement of prompt communication
with other units of the Registry.
(vii) Accurate transfer of information cum
relative low cost of data storage.
(viii) Beonomy of surface area requirement for
storage of large volume of data.

2e5¢ Recommendation

In view of the problemg and
inefficiencies associated with the present
manual system; the level of service
expected to be provided by the Ahmadu
Bello University personnel department;
and the justification outlined above, we
recommend that, a computer-based
personnel Information System be implemented.

Since neither the off-line nor the
on=line prccessing approach could stand
alone to meet the evident needs of the
personnel department, it is my

recommendntion that, the hybrid (mixed)
approach be adopted.
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SY3T ¥ DESIGN

scope

rrimarily, this design is concerned
with the vorious subsystems of the
Computeriscd Personnel Information System
a8 indicated in section 1.3/b. However,
design congiderations like hardware and
software requircments provide adequate
allowance for future enhancements to
other areas and tisks as may be necessary.

Because of time constraint (worscned
by frequent failures of the aged CYBER 72
computer system at the @omputer Centre),
and financial constraint (as it affected
resources for developing, gencerating and
listing reports and enquiries), only the
generation of few reports and enquiries
(see sections 3.4.4 and 3.4.5 for details)
could be implewmented. The modular
approach adopted by this design for both
the Personnel Information Report
Generating (rIRG) subsystem and the
Personnel Information Znquiry (PIE)
subsystem, simplifies the task of future

enhancements to include other reports and
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suppe>t the contention that computer

systems anl applications are designed
without adequate consideration given

to human factors".

Thus, since users of the proposed
gystem are non-computer experts, it
has been designed to ensure that it
is simple to usce.

Efforts were actunlly made to
integrate some staff of the personnel
department in the planning and design
stage.

Quick and Accurmnte Data Capture -

If the systen is to cope
effeetively =nd satisfactorily with
its objectives of fagter and more
accurcte means of information, then
it should be designed to capture
transactions as fast as possible, and
be able to walidate such transactions

for accurncy.

Flexibility -

Some parts of the personngl
records not being used in any analysis
today might be uscful tomorrow, This
fact is considered vital in the design,

and as such those parts are stored.
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Furthermore, dummy information
fields wecre built in to enable the
introduction with ease, of unforseen

information that may arise sometimes.
Reliability -

Becuse of the critical nature of
personnel information in the gencral
and effective running of the University
activities, an accurate personnel
database is inevitable. For the
accurcte personncl database to be
achieved, this design noted that
hardware coquipment and software shounld

be relichle.
Bxtendability -

This design takes into consideration
the future requirements of the
personnel depertument in terms of
hardware resources that may be
requirecd. For example, the personnel
department may eventuzally wish to
extend the automation to 3kill
Inventory; Housing Allocation
Management, and sc on., The implication
of this rumains that, modern equipment
with odd-on capability will incvitably
be required for faster input of dota



6.

Ta

8.

o §Y w
and enguiry responsea.
Modularity -

The design considers that the
system should be modular in terms of
hardware 2nd software. In otherwords,
the hardwarc should be capable of possible
upgrade; and the software should be
written in modules, permitting the use
of overlay and seguentstion technigues
to maximige the use of internal memory

(core store).

Locally Available Hardware =

The hardware chosen should be
locally awailable. Thus, for the purpose
of this design, the hardware equipment
at Iya Abubakar Computer Centre has been
chosen, being the one locally awvailable
at Ahmadu 2¢llo University. A major
advantoge of this consideration is that,
adequate and prompt maintenance of the

computer-bnged system would be feasibles.

Independence From Mainframe -

As Tar ag poseible, the gystem should
not entirely depend on the mainframe for
its day-to-day running. For instance, it
should be possible to continue e¢apturing
transnctions' data when the mainfrane is
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unavallable,
9. Becurity and lrivacy -

This design gives adegquate
importanee to Security and Privacy
by incorpor:ting some security checks
(section 3.6 details these checks).
Thus, only thosc "Huthorised could
operatc or have access to the system.
Thig would help largely to avoid fraud
by some ztaff who if granted acceass,
could alter information on thelr
records, or add records of !'ghost

workers' to the database.
B ele2e Hardware

1« Data Collection Equipment -

As mentioned in 3.2.1/7 above,
and section 2.4.%., the hardware
available ot Yya Abubakar Computer
Centre, shindu Bello University is
considered to adeqyately meet the
data entry neceds of this system.

Hovever, other faster data
capburing - nd enquiry supporting
equipnent when available will be nore
ugeful,

Unlike the storage and processing

of data that could constitute real
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'bottle~neeli'! to the personnel
department, the collection of data may
not be toec time-critical (moreso that,
even when the mainframe is not awailable,
data could gtill be continously
collected),

For now, visual display terminals
would be used as data ccllection

equipncent,
2e Data storage -

Magnetic tapes (the low-cost storage
devices), will provide a very
inexpensive =nd handy storage mediunm
for the porsonnel records, especinlly
as the neans of backing storage.

The morce cxpensive but very
high=-spced stormge devices, the
magnetic disl packs available at the
Computer Contre will provide enough
of mns’® stor:gc space that would be
needed for direet/fast access processing

and informantion retrieval.

b 5 1 Macro System Chart
Figure 1., shows a high level schematic
view of the computer-based personnel

information systes. Basieally, it consists



PIDB Subaystes N

PIE Subsystem

(Figure 1: Macre System Chart) \
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of threc subsystcus (see section 1.3(b),
and each subsystcm congists of a number
of progra.ma.'

One integrited databaceis maintained,
viz: Personnel Information Data Base
(PIDB).

The Personncl Information Data Base
subsystem borders on

(a) ereation of the personnel

inforoation data base master
file (rsHoIMF).

(b) mointeiance of the data base

naster file.
The Personnel Information Report
Generating subgystem is responsible for
generating the voarious information
reports/statistics based on the use of
Report Generation Codes.

The Personnel Information Enquiry
subsystem hondles the provision of enquiry
facilities ns driven by Enquiry Codes.

It should be noted that, PERSDAT,
NEWDAT, V' HRDAT wnd DELTDAT nre transient
files. P3RIDAT would be destroyed as soon
as it is proccosed to create PERSIMF.
NEWDAT, VARDAT and DSLTDAT would sinilerly
be deBtroycd as as scon as they are

processed to uvpdate FPERIIMF,
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In gencral, this design cndeavours
to make all dota entry activities purely
interactive (user-friendly) via Visual
bisplay Terminals,

Section %.4. bears the details of the

various components of the system,

Tha Computer-Based System

Thim gsection tries %o describe the
data tisce of the conputeriged poraonnel
infornation system. It also details the
various subsystems and their modules/
prograng. Mention is nmade as well of the

kind of inputs to the systen.

Organisation of the Dats Bage

There are three possible methdds of
organising the data base, namely:
seqnential, indexed sequential and randomn
organliaations.

(a) Sequentinal Organisation -
In thig tyje of organisation, records
are neintzined in the file in seguence
actording tuv specified keys. With this
arrongeient, the records rst be
retrieved or updated in the game order

in which they appear.
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Advantages:
(i) It is siuple

(ii) It is crsy %o control

(iii) It supports easy implementation
of back—up -

(iv) Cheap storage medium Jike
mzgnetic tapes could be used,

Disadvantages: '
(i) Data must always be in key number

’ Sequence.

(ii) Low voiume update or processing isg
not effieient since ench record
most be read.

(iii) Unsuitoble for bnmline applications

(iv) Use of nultiple keys impossible.

(b) Indexed Jecuential Organisation -

This type of organisation ia
ginilar to smequential crganisation in
that, sequentinl processing is possible.
Howevuer, it is poaaible to loecate
individusl records at will for
non-gseguential processing via
maintenance of indexes. Organisation
1ike this ig done on a mass storage
device such as the magnetic disk,.

Advantageg:

(1) Suitable for on~line applications
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(ii) More than one file could be
used in a2 single process.
(1ii) Suitable for low volune
access or update since
individual records on desire
could be loecated,
{(iv) Multiple key accessing is
posgible,
Disadvantages: |
(i) Bnck-up requires copying of files
(ii) Less casy to control
(iii} Hzs nssociated problems of
overflows and extra storage for
indexesg.
(iv) Tile rcorgonisation periodically
is nondatory for storage

optinmizotion.
(¢} Random Organisation -

-With random organisation, records are stored
in random order, that is there

is no speciiic order for the key fields.
Thus, as no gcheral rules can be
derived for storing and retrieving
records fron the file so organised, the
user has the task of designing the
atorage/retricval algorithms. Randon
organisation ig also done on a mass

gtorage device.
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Advantages:

(i) Suiteble for on-line applications
(i1) No incexes are maintained, it is
therefore generally faster in
access than indexed sequentinl,
(1i1) Good for low volume access or
update,
lisadvantages:
(i) Less easy to control
(ii) Aandonizing algorithus need to be
produced =nd checked,
(i11) Boclk-up réquires copying of files,
(iv) H-3 agsocinted problems of
Gullisions and overflows

(v) TFile deserves to be reorganised

periofieally,

Th: ting--eritienl nature of personnel
infornation <rocussing and retrieval, for
the various d-y-to-dny decision making
denrads that kho data bnse be organised in
& manner which would permit imnediate access
to speeifir staff roeords in the file
during lo artivity Procesaing or update,
access to specific information in the file
during enquiry tronsactions, ang seguential
Processirg during report/statistiecs
generation. These requirements suggest that,
the file of the versonnel information data



304.2‘

- 50 =

base (PERSIMF) be organised indexed
gsequentially since it can conveniently

support ordinary sequential processinge.

Personnel Inforuation Datg Bage

Thig is 2 comprehensive data base
containing one single file - the Personnel
Inforuntion Mester File (PERSIMF).
Appendix IV outlines the detailed
specificationg of this file which would
hold the ecascntial details of all the
University staff. The file would be used
to generate various reports/statistics and

enquiries on steff.

Access Requirenents -

Clearly, LJ4RSIMF is a large file and

would require the following accesses:

(i) 3Sequentinl access when each record
would be examined. A good exauple
of such nn instance is when
producing the master list of all
University staff or during back-up.

(ii) Asndom zccess to gpecific reccords
during low activity update and
processing.

Evidently, thcse requirements suggest that
the file be organised indexed sequentially.
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. - PIDB Subsysten

The PID3B subsystem.congists of four
programg, namely: The Jtaff Data Initial BEntry
¥rogram (PERSiA);
The Personnel Information
Master File Creation
Progran (PERS1B);
The Maintenance Data Capture
Progran (PERSZA); and,
The Update Program {FERBB); .
Appendix V containg the detailed systen
flowchart of this subsystenm.
1. Staff Data Initial Entry Program -

This programmould accept ataff data
item by iten from a visﬁal display
terminal, validats each record -
within scme specified constraints, and
writes 21l vilid records sequentially
into a file called PIRIDAT. Staff data
to be entered would be coded on specizlly
degigned input forms called STARTER FORN
(sec figure 2 for a sample of this form).

all records found in error are rejected
and writton into o f£ile called P2RSERR, -
PERID\T woulid be destroyed as goon ag
it is processed to create PRRSINMF.
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A.B,U., COMPUTERISED PFRSONNEL INFORMATION SYSTEM
(STARTER FORM)

1. PARTICULARS OF PERSONAL DATA

[T | .' |

—————————— - —————— S ——————

PERSONAL NUMBER TITLE CODE INITIALS » RELIGION CODs MARI‘I“U;,‘STATUS
(001) (002) (003) (005) (006
1 T LI [
SURNAME BANK CODE ACCOUNT TYPE
(ook) (007) (008)
BANK ACCOUNT NUMBER DI‘."‘E OF BIRTH RIRTH PROOF CODE
(009) (010) (o11)

| | ]

STATE OF NATIONALITY -

(012) (013) |
\
-
2. PARTICULARS OF PHYSICAL CEARACTERISTICS
1 1 O 41 ] [CIT3
SEX CODE COMPLEXION EYES  HAIR ICHT WEICHP
(014) (015) (016) (017) (018) (019)
 3LOOD GROUP DEFORMITY LANGUAGE CODE
| (020) (021) (022)
) 3. PARTICULARS OF LOCAL RESIDENCE
] |
|
10US TYPE LOCAL ADDRESS STREET AND TOWN/CITY

(023) (02L)

| |

STATE CODE TELEPHONE NUMBRER
(025) (026)

L

I.‘EPARE:D BY LA A R R R R EREEEEREERENER] C!{EC!{;}C “Y L L L N N L I ) ENTERED BY ...".......Q..‘

LR L L B N SICNATURE L

L"‘L’I‘EJ‘ LA R A T Y DA’IIE L R L DATE F R

I.IGIIHUE L R I I Y SIGNATUF:’:‘
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Personncl haster File Creation Program -
dince 211 records of PERSDAT rust

have been nscertained error-free, this

progran would read through the file

gequentially .nd create the Personnel

Information Master File (PERSIMF) in

an indexed seguential fornat keyed on

staff perscnal number sequence,

Maintenance Data Capbure Program -

This progran wduld'accept
maintenance data via the ferminal by
first prompting the user to indicate
the type of update required. In all,
three update types are possible,
namely: nddition of new records to the
master file; variation to existing
records of the master file; and,
deletion of certain records from the
magter filc. If the update tape indicated
is %o add new records to the master
file, then maintenance data would bé
written to NEYVDAT with all recordslin
error reportecd in NEWERR; if the update
type indicated is to make changes on the
existing records, then mainterance data
are written to VARDAT with all rejected
data reported in VAKBRR; or, If the

update type is to delete certain records;
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then maintenonee data would be written
tc DILTOAT with data rejected reportcd
in DOLTZRR,

Bach of NEWDAT, VARDAT and DELTDAT
would be destroycd as soon as they are
processcd to updnte PERSIMF.

Maintennnece data would be coded on
STARTER FORM for cases where update is
to add new records, or VARIATION FORM
where updnte is to make changes on
existing records, or DELETION FORM where
update is to delete certain records
(see figures 3 znd 4 for sanples of

VARIATION -nd DuLsTION forms respectively).

4. Update Frogram -

Making use of the three files
(NEWDAT, V.RDAT and DELTDAT), this
program reads through each file, one
after the other, to update the personnel
information master file as appropriate.

3e4.3. PIRG Subgystcm
The Persdannel Information Data Basc

Master File (¥ sRSIMP) is the source of
i put dat: to the PIRG subsystem., The
PIRG subsystem is made up of one main
pregram - the Report Generantion Frogr:on,

and sever:l subprograms (function of the
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Report Codes). Due to time and fund

congtraints only two reports/statistics

(see section 3.4.4/2 and 3 for thesc reports)

are implemcnted by +this design. Futurc

enhancements consideration makes adequate

allowance for the development and generstion of

other reports/stotistios, Vs

1a

e

The Report Generstion Program -~

This mrin progran .determines which
report or statistics to be generated by
prompting the user to indicate viz the
visual display terminal the code for the
desired report/statistics. Appendix VII
outlines a list &f some of the
reports/statistics along with their
corresponding Report Codes, that would
be able to be generated by this subsystem.

Soon as the type of report/stotistics
required is determined by n recognition
of the report code, this Program would
Pass control to the appropriate subprogram
Iéspongible for the generation of such

report/statistics.

Report Subprogran For 3taff List By
Departnent -
This subprogram would have the

resgponsibility of broducing a master ligt



3-4.4.

- 65 -
of all the University staff arranged
department by department. It would
sequence the staff list within a
department in alphabetical order of
senior ai~ff followed by alphabetical
order of junior staff.

3« Report Subprcgran For Staff Statistics
By Grode Level -

This subprogroem would generate the
statistics of University staff by
grade level gequences in a wmonner that
¢ould show the numericzl relationshiyp
botween top minagement, middle
management, and lower cadres.

Appendix VI Shews the system flowchart

of this subsysten,

P15 Subgysten /
Sinilar to the YIRG sibsystem, the

source of input dota to the FIE subsysten

is the Personnel Information Data Base

Master File (¥ RIEF). The PIE subsysten

is made wp of one mein program - the énquiry

Progran, =nd several subprogrons (function

of Enquiry Codes) . Both the main program,

and the subprograms of this gubsystem are

purely interactive.

Due to tine nnd fund congtraints, only
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two enquiry fcilitics (see section
Z.4.5/2 and 3 for these enquiries) could
be inplemcnted by this design.: Future
enhancenent ccnelderations provide
adequate roon for the inclusion of other
enquiry facilities nas need may arise fron
time to time.

The subsysten would remain particularly
invaluable to the entire Registry section,
in that, it supprorts the possibility of
obtaining vital information that may be
needed for gquick planning,'and on the spot
decision making.

1« TIThe Enguiry Frogran -

This progran determnines which
gtaff rocord is to be enquired for
information by prompting the uscr to
enter (vin the visual display terminal)
the satrff Dorsonal numbers As soon ag
such a record is recognised, the
Progran procoedes to determine whnt
type cf enquiry should be wmade by
further prompting the uger to supply
the enquiry code.

See arpendix IX for a list of
sonme enquiries along with thelr

corresponding Enquiry Codes, that would
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be able to be supporied by this
subgysten. On recognition of the
enquiry code, this program would pasgs
contrel to the appropriate subprogran
respengible for identifying the desired
information, nnd regponding to the
enquiry by wny of displaying the -
information over the vigual dispiay.
terminal for the user to comprehend.

2. IEnquiry Subprogram For Information on
Porticulars of Personal Data -~

This subprogran would identify the
entire information on particulars of
gtaff personal data (such as name, gex,
age and the likes), and display this
information on the visual display
terminal ~g a response to the user's
enquiry on poarticulars of staff
personal d.te in anmanner that will be
suitable for the user to comprehcnd.

3« IBngquiry Subprogran For Information On
Particulors of Children -

This subprogran would identify the
entire information on particulars of
staff children and display game in o
manner thrt could be couprehended by
the user.,

AppendixVilecontaing the detailed systen
flowchart of this subsysteni.



3‘. 4'-5-

n

- (8 =

Input Te The Computecr-Bagsed 3ysten

Baglcally, there is one kind eof input
to ithis computorised personnel infornation
systew, viz: ilnput via the wvisuvnl display
units (VDU). In this kind c¢f input, it is
possible for the gystem to accept stoff
data, a8 well as cther various transactions!
data like variations, deletions, enquirices, |
and report/statistics selections via the
VDU,

When aveilable, cervain faster and nore
effeetive doata capturing and enqulry
gupporting equipnment (like key-~to-disk
systen) could serve as othcr kinds of “nput

to the computer-based systen.,

Systen Controlg

According to Oliver and Chaprnan, (1981),
"Failure to build in adequate control hos
resulted into mnhy expensive systenm
failures”., Thuo, sinee invalid date uvoarld
inevitably produce wrong outputs. it
becomes neccssary to ensure that all inputs
to the system are correct. Systom ccuirolo
of this computerubased systen are ained
at detecting ~nd preventing data errors.
When such errors nre detected, thcoy could de

corrected und re-~processged.



s 69 s

Specifically, the following different

controls are built into the system:

1« Visunl Checks -
Before entering data inte the

systen, they should be visually
inspectcecd for accurate coding,
legibility ~nd field ccrrespondence on
the source document. For instance, new
gtaff data and variation data coded on
the input forms must be visually checked,

2. Programned Validation -

The mensure here involves building
into the application programs powers of
judgenent to detect and report itens
of datr~ that are incorrect.

The various validation checks
inbuilt include:

(n) Range 2nd Limit Checks -

Dat~ iten which has a range of
values muegt be checked to ensure
thet it is within the range, and
those having liniting values should
not exceede the linits. For example,
the systen shculd check that the
faculty ccde is within the range 1
to 22 inclusive. Also, it should
check for instance that, if a staff
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salary grade level is 9, then the
salary step should not be greater
than 4,

() Data Type Checks -~
Fields should be checked to
ensure that they contain characters
of the correct type. For instance,
numeric/nlphabetic should receive

nunmeric/alphabetic data values.

(ec) Value Chocks -

Ficlds having a set of valucs
should be checked agninst the
permitted values; in other words,
they should neither be toc high nor

too low,.

Control Reports -
4t znd of processing, a run
sunnary should bve printed showing total
nunber of records accepted or rejected.
Maintennnce routings should also
print total number of additions accepted
or rejected, total ﬁumber of bhanges.
(variations) accepted or rejetted, nnd

total number of deletions accepted or

srejected. Since data entry is via the

VDU, any records/items in error should

be displayed for correction (£f possible)
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and re-entry. In a case where
correction is not immediately possible,
the records/items in error should be
reported and printed with assocciated
error nessnged to ald easy correction.

4. Prevention of Record Duplication -

The systen should fault as error,
any attempts to add an already existing
record to the master file (data base),
change o non-exigting record, or delete
a non-existing record., Tho indexed
sequentinl file orgnnisation as detailed
in gection 3.4.1/b provides automatic
check of this kind of error on Write,
Rewrite into an already exigting file or
Delete from such a file. Whenever a
situation like this arises, ;the
applieation routine should display the
key field and the record concerned for

checking,

Security And Privancy

The conmputerised personnel information
system once in operation may be the only
reliable means of personnel information
control. As such, ndequate security and
Privacy should be provided to ensure its

continunl operation and in the case of
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failure, quick recovery.

"PThe term security is used here to

mean the protection of the data in the

data bagse ngainst unnuthorised

disclosure, alteration, or destruction",

Date, (1977).
Thus, in this design, security and priwney
are nimed ~t protection of the systen and/or
data aganinst unauthorised nccess; accidental
or intentional disclosure to unauthorised
persong; unsuthorised modifications and/or
destruction; and, hardware/software errors.
Security nlso addresses the issue of
protecting the installation against fire,
flood, 2nd other disasters. In this design,
gecurity considerations ensure that, at
both the physic~l ~nd operational levels,
gsecurity is cxercised. While physical
security borderson ensuring that no damage
is done tc the dota base and proframs as they
awalt processing, operational security
ensures that, data are not lost during the
actual processing. The problen of
invasion of personal privncy was of
paranount concern tc this design.

According to Lindberg, (1970), "The
question of invasion of personal privacy

is the dominant problem in the construction
of very large publicly supported data bases -
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at least those that retain the association
of individunl data itema with the
identifieation of the person. Obviously,

a systen must retain such identifiecation in
order to really be useful",

Towards achicving the required sccurity
and privacy gozls, the following exploins
gome of the sccurity threats to which the
personnel infernation systen:could be
exposed and how they could be minimised or

preventod.

1 On-~linc Security -
The weolth of information in the
computer roon, and the personnel
information control area should be

secured, However, this securijyy could

be endangered by:

(a) Delibrate access to the computer
roon to change records;
(b) Accidentnl leakage by a person
scecing or removing information;
(¢) Hardware nd software failurcs
which corrupt or loose data.
(d) Unzcuthorised operation of the
aysten.
To prevent sone of these threats, bhe
contrel of access to the computer roor and

personnel infornntion area as follows are
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| inevitable:

(a) The coﬁpufer room and personnel
information area shouwld be locked
to avold nccess except to
authorise@ staft,

(b) Unzuthorigsed persong should be
adnitted to the computer room, and
the personnel infornation area in
conpany of a~ senior staff incharge
of personnel info;mation.

(c) System operation should be
limited to only those authorised

by the Registrar.

2. Illegal Access To The Datn Base -

Unauthorised staff should be
prevented from having accesg +to the
data base, because such staff night
nodify records with o view to either
neriting undue favours to thenselves
or their friends; or right add records
of non-existent staff ('ghost workers!)
tc the data base.

This inplies that, the Personnel
Information Master Pile (PERSIMF) should be
adequately protected. Illegal access
to thig file could be prevented by use
of file-nccess pnssword or code in

addition to the systenm password. With
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such a protection, before the file isg
opened, the user would have to supply
the file-nccess pagsword. Handling of
this bagsword could be incorporated in

the file crcation and nanintenance

routines,

Fire and Other Disasters -

Should fire or flood destrgy the
conputeor records, veconstitubtion night
be very expensive if not inpossible.

It would therefore be necessary to have
a roon protected against fire (and flood
as well) to house the personnel records,
It would also be necessary to kecp
back-up copies of the data base software,
and application routines at safe -
locations outside the coumputer room

(and the personnel department if
possible)}. Iike this, reconstitution
from the security copies would be
posgible in the event of the computer
roon being destroyed. For the purpose
of the security copies, magnetic tapes
would provide cheap back-up. A further
adventoge with the use of negnetic tapes
here is that, in a case of prolonged
hardware failures, the back-up tapes

could be taken to ancther computer
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Centre for running when it is

inevitable thot reports must be produced,

Security of Outputs -

It would be necessary to ensure that
outputs ~ro scnt to only those personnel
officers or -ppropriante decision making

officers who are permitted to see then,

Back=-un, Recovery ind Data Base
Reorganisation

The computer-based personnel information

gysten could ernsh due to hardware

malfunction, file corruption, operator or

goftware errors.

The important and critical nature of

personnel informantion system demands a

quick recovery when such circumstances arise.

Also, the reorganisation of the perscnnel
infornation mister file which by role (as
the only dnts brose scrving all the three
subgysteus) is cxposed to very high
activity rate, would be necessarye.
1e Back-up -
Desired beck=up could be realised
through the following ways:
(a) The d-to base (PERSIMF) that is
held on disk would be dumped to
nmagnetic tapes periodically. The
freoquency of dumping should largely
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depend on the activity rate,
however, under normal circumstances
once 2 week would be adequate.

(b) Copies of the npplicntion progrnms
and the management systen (that is
the operating system) should be
maintoined as back=-up. If changes
nre made to the programs, then such
back-up copies should be updated.
dhere pogsible, two back-up copies
could be kept at different
loeationa,

2. Recovery -

(a) If the date base is corrupted,
danaged or purged acclidentally, it
could bec reconstructed using the
latest file dump and changes to the
dat base since last dump,.

(b) In the case of damage or losa of the
appliention programs,,the back-up
copies would be used to reconstitute
them,

3« Data Boeegecrgenisation -

Because the file that would be used
by the conputerised systenm is on-line
and orgnnised indexed sequentially, it
would be necessary to reorganise thenm
periodic-1ly so as to reclaim gpace 2nd

arrange records in their proper locations
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(since a number of records might
have been displaced to overflow
areas which could be filled up)e.
This reorganisation could be
ahhieved by a simple program which
would copy records to tapes and
rewrite them to disks. The file
back-up indieated in section 3,7/1
above could be tied-up with the
datn base reorganisation via

retention of tapes as back-up copies.

User Interface

Towards ensuring simplicity of use
(section 3.2.1/1) of the computerised
personnel information system, since the
people to operate the system would be
non-computer experts, this design tries to
present to the user a friendly interface.
The follewing briefly outlines how this
cAuld be achieved and it has been reflected
in the implementation:

1. " Cede Design -

In designing codes, meaningful codes,
would be uscd wherever possible mther
than using digits. However, the codes
should not be too long. Some of the codea
could be converted internally: te: numerics

by the application programs so as o
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minimise storage spaces thﬁt they

would c¢eeupy. For example, Mr, Miss,
Prof., Mal., Chief could be used for
title rather than 1,2;3,4,5 respectively,
but intemally such titles would be

coverted to and stored as 1.,2,3,4,5.

Data Entry -

The data entry programs should guide
the user as much as pussible uvn what to
do. They should prompt the user as what
to enter each time; for example a prompt
could be:

PERSONAL NO PL3
which instructs the gser tuv enter a
staff's personal number.

These programs should alsc make it
possible for errors to be ecorrected un
the spot if the user is able to., These
agspects are intensively reflected in the
development of Lhe programs. For
example, when ¢ data item is entered and
re jected by the system, the computer
responds by displaying the reason for
re jecting the item, followed by the
messages

WISH T0 CORR.LCT ITEM? (Y/N)

If the gser is =ble to instantly correct
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the ermr, he types Y or YES, and the
system re-displeys the item prompt for the

user to re-cnter the correct item,

User's Manual -

To ensurc satisfactory and accurate
operation of the system; a user's
manual should be prepared. Appendix X
describes an example of a user's manual
forlthis system. When the University
indicates her intention to fully
implement this system, a more
comprehensive Uger's manual would be

prepared.

Implications Of The System

Introducing the computcrised personnel

infurmation system is sure to have some

obvious implicationsg, particularly since

computers are not only different from human

beings but also inflexible in decision

making, Among the severul iwplicalions that

are likely, the following details some:

Te

Staff Re=Oricntation -

All or most of the perscnnel
department staff would have to be trained
in computer procedurcs and appreciation
to be able to operate the system, Thus,

orientation of such staff would become



2.

b

44

-8 -
tnilorod towards computer using.
New Input Pormg -

The introduction would necessitatce
discarding some of the forms Vhat were
hitherto bcing used for personnel records,
and new ones that would facilitate input
to computer be designed. TFipgures 2, 3
and 4 (scc section 3.4.3) show sorme of

the input forms that wieuld be used by this

systemn,
Activitles

The computerised system would handle
mogt activitics of the manual system and
pogsibly more. Thisg does not render
redundant all the cleriecsl and/or filing
clerks of the personnel department. For
exanple, some staff would definitely be
regpensible for entry of staff data and
the various transactions into the computer.

The new system would only endeavour to
simplify most of the hitheito tedious and
cumbersome activities of the personncl
department while at the same time
pruviding training opportunities for the

department's staff.

Resistance to Change -
It is possible that some of the
personnel department's gtaff could resist
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the introduction of the computer-based
personnel information system due to
elther the fear of loos;ng their jobs,
or the problems assddiated with
retraining. Some may resist because of
she inherent threat to their status,
prestige, security and possible
disruption of personal relationships.

The Registry authorities should
therefore e¢ndeavour to mount some
campaigns, assuring the staff that nobody
would looae his/her job except those who
would refuse to get trained along with the
new system. The authorities should
equally oxplain the benefits defdvable
from the computerised system comparcd to

the manual system.
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SYSTEM DEVELOPMENT AND IMPLEMENTATION

Pregram Development

A reugh cstimate of the effert 4hat
would be required for the development and
exhsustive testing of the various programs
making up the Computcr-Based Personnel
Information Systcm shows that, about thirty
six (%6) man-wecks of intensive commitment
would be involved. The initial coding =nd
entering of staff datz into the system would
take about four (4) man-weeks to complete.

In this projeet, program development has
been done in stages as follows:-

Stage 1: PIDB Subsystem -

This stage involves the development of:
«. . (a) T4R3PA which creates the Departments
file while PERS@B lists the content

of the file.
(b) THE PERSIMF creation programs,

nanely: PERS1A which accepts
staff data via the Visual

Display Terminals,
validates such datn, and
writes all valid records
sequentially into a file
called PERSDAT with all
data in error reported into

TLRSERR; and, PER31B which
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\Writes records of PERSDAT
inth PERSIMF indexed
_ seéuentially.
(c). The PERSIMF maintenance brograms,
namelys
" PERS2A. which accepts all
muintenance data (starters,
Variationsg, and/dr Deletions);
velidates them, and writes
valid records sequentialiy
into NEWDAT, VARDAT, and/or
DELTDAT depending cn update
type, with 2ll Aata in error
reported into NEWERR, VARIRR,
or DELTERR. |
Stage 2: PIRG Jubsystem=
Stage 2 of the program development
involves the development of programs for:
(a) Comprehensive Staff List by
Department;
(b) 8taff Statistics by grade level
*It shouwld be noted that allowance
hag been provided for other reports
(as ligted in appendix VILI) %o be
developed in future:as the need ariées.
Stage 3¢ FI3 Subsystem-
The third stage 1ncludes'the

development of programs f%r:
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(2) snquiry on Particulars of

personzl data;
(b) Eaquiry on particulars of
children.

*It should be noted here as well

that, adegquate allowance is provided

for other enguiries (as listed in

appendix IX) to be developed in

future ns the need arisesas
Stage 4: Back-up/Recovery Programs -

The nature and importance of
personnel information system demands
that, bnck-up/recovery programs be
developed beforc the system goes live.
Thus, st.zc 4 is nimed at designing and
implementing such programs. That aspect
is eoxpected by this project to be handled
28 a future enhancement due to lack of
adequate time nd funding for computer
regources likc stationery, accessorics

and 80 on.

4e20 Implementation Langunge

Bagsed on the following grounds, COBOL
(Common Business Oriented Language) has been
chosen as the implementation language:

(a) The CYBER 72 computer system at Iya

Abubakar Computer Centre supports

extcnsively the rugged usage of
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COBOL,

(p) COBOL supporte full indexed sequentisl
capabilitics.

(e¢) COBOL supports full random access
facilitles.

(d) COBOL is taught in Ahmadu Bello
University and is widely used by staff
and students alike.

(e) Most members of staff of the University's
Computer Centre are experts in COBOL
programming, thus, full system support
in reapect of certain machine depandent
agpects of COBOL would always be
available.

(£) Most of the computer installations
around Zuaria, and in Nigeria at large
implement COBOL on their systems,
therefore, back-up neceds for the
computer-based system would be
feassible with ease in case of a major
and prolonged break down of the CYBER 72

computer system,

Implementation

Before bringing this system into operation,
an implementation plan should be drawn in
consultation with the Registry authorities.
Also, detailed User manuals would have to be

prepared.
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Specifically, the implementation would
span such aspects ag file conversion, User
trainingy University staff education, and

changeover to thce new systems

File Conversion

The initial setting up of the Personnel
Information D:ta Base would begin with the
Senior 3taff Data, and then followed by
Intermediate 2nd Junior Staff Data.

Staff data in general would be coded
from the present manual system on the
computer-bascd Starter Forms (Figure 2).
This in other words means that, for the
purpose of file conversion from the manual
systemito the computer~based system, all
University staff would be treated as
starters.

While more coding forms are being
completed, it would be time saving to
have the coded ones entered into the system,
However, such entries should only be made
after a senior personnel efficer must have
physically chcocked such coded data for

currectness and accuracy.

User Training ind Staff Education
User Training -

In order to ensur2 a smooth and
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successful operation of the computer-based
system, all st..ff connected with personnel
activities should be trained. Broadly,
the training would cover such areas .as
computer apprcciation, computer operation,
data coding and entry into the system, data
control procecdures, huw to apply the User
Manual, how to operate the new systam,vand
gschedule of activities, With respect to
this trmining, the level uf training for
ench ataff depednds on kig/her particular
asaignments. Usually, the training should
take at least two to three weeks.

University staff Education -

Before introducing the new system, an
adequately wide publiecity should be
accorded to it in the University. The
entire University staff should be informed
of ‘the benefits derivable with the new
system, as well as get acquainted with any
new guidelines on personnel information
procedures (for cxample any changes in stoff

documentation procecdures).

Changcover To The Computer-Baged System

The nethod of Farnllel running should
be adopted for the changeover to the

computer-brsed system. According to
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Orilia et gl (1977), "Essentially, this
meansg that the new system will be run
initially at the same time that the current
system is working". This practice may be
demanding in terms of workload and cost of
maintaining twoe systems but, the following
agsociated advantoges explain why this
method has been chosgen:

(a) In the event of unforseen failurc
of the new system at the outset,
the continuity of the manual
aysten is ensured while the error
of the new system is being corrected.

(b) Comparison of the manual and the
new systems could be made with a
view to making necessary amendments
to the new cne,

(e) The period of parallel running
would provide opportunity for -n
adequately realistic final testing
of the new system.

(d) A1l people involved in the
running of the new system could
talic advantage of this period to
fully fomiliarise themselves with

tnc new system,

4e4. Implementation For Thig Project

Because of time constraints, sudden poor
performance of the CYBER 72 system, and
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inavailability of adequate funding coupled

with the non-cooperative attitudes of most
gtaff of the :ezistry (possibly due to the
bureaucratic nature of their administrative
system) during the fact finding stage, and
request for test data stage, the implementation
done for this project is limited to developing
and testing some programs of the PIDB, PIRG and
PJE subsystems. Appendices V, VI and VII
detail the system flowcharts while appendix XI1

contains some sample programs, and .output.
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CHAPTR 5

FUTURZ DZVULOPMSNT

The objective of this Computerised
Personnel Informntion System will become
defeated if this research fails to allow
considerations for future enhancements and/or
maintenance. Thus, most uf the enhancements
discussed below would apply after implementing
the systen fully.

System Evaluation

Usually, good systems are achieved

thruugh periodic evaluation. Therefore,

when this system becomes fully operational,

it would be nccegs-ry (after about four

munths for inst nece) tu evaluate to what extent
it has affected the wvarious activities

of the Personnel Department and identify

tnoseaspects that could be improved.

Enhancement To Other Reports

Since this research is nut sponsored
by anybody, ~ mojor limitation it has been
exposed to remains that of meeting the
finaneinl cost of stationery and computer
regsources respectively needed for developing,
generating ind listing all the various

information reports. Thus, only few information
reports were avle to be fully
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developed, and generated by this design
(sedtion 3.4,.4 explains these). . .
It should be noted however that, the PIRG
subsysten adegquately makes allowance for the
eventual inclusion of other reports

(including those that many be desirable in the
future but have not been thought of presently).
Enhancements in this area will involve
asgigning appropriate Report Generation Codes
to the newly desired reports as they evolve.

5¢3. Enhancements To Uther Enguiries

For similer re gons stated in 5.2. above,
all the various possible enguiries could not
be fully developed by this design. Thus,
the PIE subsysiem cndeavours to adequately
make allownnce for the eventual inclusion of
other enquiries (including those that may be
desirable in future but have yet to be
thought of presently). Enhancements here
will involve assigning appropriate Enguiry
Codes tuv the newly desired enquiries as they

involve.

5¢4. Enhancements To Related Tasks
This system has been degigned not to

isolate the vorious fumctions of the entire
Registry, but should instead bring them
closer together by making each group's work
more readily 2v~ilable to other groupse. Thus
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once the couputer-based Personnel Information
System has been implemented, evalusted and
running satisfactorily, the computerisation
could be extended to provide data and manpower
resources that will support the integration

¢f other related tasks. Among such related
tasks are -~ Skill Inventory; Job Pesitions;
Housing Allccation; Personnel Development; and,
Personnel Budget.

Congider for example if a person applies
for a job, the Jjstzblishment unit should be
able to quickly

= enquire about the number of employees
already in t.e University's employment
having similar skill as the applicant
and holding similar positions as
desired by the applicant. The knowledge
of tiie will easily indicate, when
compared with approved estimates whether
or not there exists a vacancy.

- in a circumstance where vacancy exists,
it should be possible t0 compare
applicant's qualifications with the
qualifications held by employees
already in service to determine whether
or not applicant is suitable for the job.

For another example, consider the Housing

Allocation Management circumstance where a
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staff applies for =n allocation of a
University quarter. The Housing & Passages
unit should be nble to quickly

- determine whether or not the staff is
qualified to have a University guarter
by enquiring about his appointment type,
marital status, designation and/or
salary level.

- if gqualified, knowledge of these
information will simplify the
determination of the house type the
staff can be allocated.

- control statistics could then be easily
generated for the total number of such
house type that are already occupied.
The knowledge of this when compared
with the total number available at the
University's disposal will determine
whether or not there is still any such
house left that could be allocated for

staff accommodation.
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CHAFTER 6

CONCLUSION

The Ahmadu Bello University manual system
of personnel records administration has been
investigated and the agsociated problems and
inefficiencies noted. Jjinalysis of thes problems
and inefficiencies aroused a proposal for a
computer—-based adminigtration system titled
"Computerised Fersonnel Information System For
Ahmadu Bello Univergity®. This system has been
desgigned and trial implementation effected on the
University's Computer Centre CDC machine (CYB.R 72).
Future enhancements of the system have also been
discussede.

Appreciating that perfect systems are usually
evolved after some refinements, it is hoped that
this system can be gainfully used by the University
to meet most requirements characteristics of an
improved system in her personnel reeords
administration.

Although this system has been designed with
Ahmadu Bello University in view, it ciuld be
tailured for use with little or no modifications,
to meet the needs of any organisation (Industrial,

Business, Educational, Government, or Research).
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SAMPLE RFPORTS GENE ATED BY THE
THE MANUAL SYST'M
' ANALYSIS OF SENIOR STAFF BY FUMNCTION (1979/80)
- UNTITS ACADEMIC r:—A:. Ll ADMINISTRATIVE TOIAL
;. Direct Teaching Units
1, Fac. of Administration 74 \ 76
2. Fac. of Aqixcultutu 63 5 75
‘4—.- Fac.of Ar'_;: & Soc., Sc. 140 °* 2 2 150
;— Fac. Of Education a1 - 5 sa
;-.— Fact, of Engineeering a1 27 1 = 21
;T Fac. of Env. Design 68 6 4 78
7__ Fac. Of Law 21 - 2 <3
8., Fac, Of Medicine 76 lo H L0K2
;.. Fac. of Pharm, Science 3B Lo i a9
‘1—0—. Fact. of Science 137 23 qa 104
11, Fac. of Veterinary Med. 62 14 3 79
.l-Z’T Sch., of Basic Studies 101 2 3 108
T Sub - Total as8 e a3 . 1,109
B, TYEACHING SUPPORT UNTTS
1. Universitty Farm - 2 = 2
®2. iduc. Tech. Centre 6 2 I 9
1. Samaru Lib. Lab. 2 - T - 2
4, Computey Centre 10 - 1 11
« Sub - Total 18 “ -l 2 24
Cv OWGANISED RESEARCH unNITS
1. <unire for Nigerian
Ciltural Studies 27 S “ 36
2, Cantre for Social & '
Legal Studies ) - 1 v
4., :'ewa House 1 1 3 5
4, :cntru for Social &
Evonomic Research 14 - ' 1 15
5. Research & Cgopsult (5¢e Faculty of Administration Column)
___3--’) - Total 50 [ r_‘?— an

#& (Courtesy of the plarnning Tnit, A.B.U., Zaria)
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)

ANALYSIS OF | @ o.  Thrk dY FUNL 1 ION (1979/80)

. UNIT ACADEMIC TECHNICAL |ADMINISTRATIVE TOTAL
DIRECT TEACHING UNITS: p
1. Fac, of Administration - 9 55 64
2. Pac. of Agriculture - 3 as 80
3. Fact. Of Arts & Soc.S5ciences - 27 o 73 100
4, Fac, of Educ, (including - i85 64 82
Staff School) 49 _ 3 10 62
5. Fac. Of Engincering - > 70 1435
6. Fac, Of Env. Design j - - 30 75 i 107
7. Faculty Of Law - o 1 18 19
B, Fac, Of Medicine - ! *9 67 126
9. Fac, Of Pharm, Science - ) A; o 24
10.F¥ac, Of Science - iu‘o 62 152
11.Fac., Of Veterinary Medicine - J o as 69 154
12.5¢ch.0f DBasic Studies - K 58 1a 76
Subr - Total 49 I “27 615 1,191
TEACHING SUPPORT UNITS
1, University Farn - 13 27 40
2, Bduc. Tech, Centre - 16 3 13
3. Samaru Lib. Lab. - 3 N 4
4. Computer Centre - 17 9 26
Sud - Total - 45 40 &5
ORGANISED RESEARCI, UNITS
1, Centre for Nig. Cul Studies - o 13 22 45
2, Ceptre for Isl.Legal Studies) 3 o 8 12 23
3. Arewa House - 20 44 64
4. Centre for Soc.& Econs.Res. - 3 8 11
.-“pé;n:zlf:::rch s ) -(-5-.‘. Faculty Of Admninistration Column)
Sub - Total 3 44 26 143
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AYPANDIL IV
PERSONNEL INFORMATION MASTIRFILE SPECIFICATIONS

File Name: . c???g:!]:i?o vheneab I.'iystcmt g?@??%%?o?él}g .o ?’:u:‘?

File Organisation %¥97§?P... Block Size: ?9.??&9??%...;.....
Key On: STAFE NUMBER . ... Record Size: 1833.. cHamiCTERS

Iabel Rccords:‘???????...... Crezting Progrmm: ????3?:.....

Level No'l ®ield Name ] Yieture | PField Description
01 PER3-INFOR-REC
03 PERSONAL-DATA PARTICULARS OF
PERS DATA
05 |STAFF-NO STAFF PERSONAL NUMBER
OT|PJP X
07 |3TFF-NO 9(5)
05 |TITLE-CD 9(2) Title Code
05 |INITIALS £(5) Initials
05 |LURNAME £(15) Surname
05 |RELIGION-CD 9(2) Religion Code
05 [M-STATUS-CD 9 Marital Status Code
05 | BANK~INFO
07! BANK-CD 9(2) Bank Description Code
07| ACCT-TYPE-CD 9 Account Type
Degeription Code
07| BANK=-ACCT=-NO Z(11) Bank Account Number
05 BIRTH-INFO
07| BIRTH-DT 9(6) Date of Birth (ddmmyy)
07} BIRTH-PRF-CD X Birth Proof
Description Code
‘8¢ | STATE-ORIGIN-CD 9(2) State of Origin
Description Code
05 | NATIONALITY-CD 9(3) Nationality
Description Code
0% PHYSICAL-CHAR PARTICULARS OF
PHYSICAL CHARACTERISTIC
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Level No Field Name Picture Field Description
05 SEX=CD X Sex Description
COdeo
05 COMPLEXION-CD X Complexion
Description Code
05 |EYES-CD X Eyes Description
Code.
05 HAIR-CD X Hair Description
Cnde.
05 |HEIGHT gvg9 Heizht in Meters
05 [WEIGHT 9(3)v99 Weight in Kilograms
05 |BLOOD-GRP £(2) Blood group
05 DEFORMITY~CD X! Deformity
Degeription Code
05 |LANGUAGE-CD 99 Language Description
COde.
03 RESIDENCE-DATA PARTICULARS OF
RESIDENCE.,
05 LOCAL=~ADDR
07 |HSE-TYPE-CD 9 Homse Type
Degeription Code
07 |LSTREET=CITY £(24) Local Address
Street and City
07 |ISTATE-CD State Description
Code of local Address
07 |LTELPHONE-NO X(6) Telephone Number of
Local Address
05 PERMT-ADDR
07 |PSTREET-CITY X ) Permanent address
street and city
07 |PSTATE-CD 9(2) State Description
Code of FPermanent
Address
07 |PCOUNTRY-CD 93) Country Deseription
Code of Permanent
Address.
03 SPOUSE=DATA OCCURs 2 TIMES PARTICULARS OF 5rOUsi
05 |MARRIAGE-DT 9(6) Date of Marriage
(ddmmyy)
05 SPOUSE-NAME £(15) Name of Spouse
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Level lo Field Name Picture Field Description
05 MARRTAGE=FPRF=CD £ Marriage Proof
Description Code
03 CHILDREN=-DATA |[|occurs 4 TIMES| PARTICULARS OF
CHILDREN
05 CHILD-DOB 9(6) Child'g Date of
Birth (ddmmyy)
05 CHILD-N AME x(15) Name of Child
L5 CHILD=-S EX-CD X Child Sex
' Desecription Code
05 CHILD=-PRF-CD X Child Proof
Description Code
03 N=0=-KIN=-DATA PARTICULARS OF
NEXT OF KIN,
J5 NOK~-NAME x(24) Neme of Next of
Kin
03 NOK-ADDR
07 INOK-STREET (15) Next of Kin's
Street Address
07 | NOK-TOWN x{(10) Next of Kin's
town
05 NOK-TEL-NO A(6) Next of Kin's
telephone Number
03 APPOINTMENT -
DATA PARTICULARS OF
APPOINTMENT
05 APT-TYPRSCD 5 Appointment Type
Degeription Code
05 LYFT=STAT=DT 9(6) Date of Starting
Appointment
(ddmmyy)
05 DESG=~ON~APPT 4(15) Designation on
Appointment
05 DEPT-CD 9(3) Department
Description Code
on Appointment.
05 FAC-CD 9(2) Faculty Description
Code on Appointment
05 LEVEL-STEP 9(3) Salary level and
Step on Appointment
05 CONFIRM~DT 9(6) Date of Appointment
03 PROMOT ION -
HISTRY OCCUR3 4 TIMEY PARTICULARS OF
PROMOTIONS
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Level No Field Name Picture Field Description
05 PROMOTION=-DT 9(6) Date of Promotion
(ddmmyy)
05 PREV=-DESG Designation before
Promotion,
0s NEW-DESG %(15) Designation on
Promotion.
05 N EW-LEV-STEP 9(3) New Level and step
03 REGRADE-
CONVERT OCCURS 2 TIME|PARTICULARS OF
REGRADE/CONV <R ION
05 EVENT-DT 9(6) Date of Regrading/
Converting
05 EX=DESG X(15) Previous
Designation
9 05 EX-LEV-STEP 9(3) Previous Level and
Step
05 NEW~-DESG 4(1%) New Designation
05 NEW-LEV-STEP 9(3) New Level and Step
03 PREV-
EMPLOYMENT OCCUR3 3 TIME|PARTICULARS OF
PREVIOUS EMPLOYMENT
05 FROM~-DATE 9(6) Date Asgumed Duty
. (ddmmyy)
0% TO-DATE 9(6) Departure Date
(ddmmyy)
05 PREV-TE LOYER x(15) Previous Employer's
EMPL Degcription
05 EMPLOYER~-ADDR x(20) Previous Employer's
Address
0% LEAVING-REASOM X Deseription Code of
Reason fur Leaving
05 LAST-3 ALARY 9(5)v99 Last annual salary
03 EDUCATION-
HISTORY OCCURS 4 TIMH PARTICULARS OF
EDUCATIONAL
QUALIFICATIONS
05 BEGIN-DT 9(6) Date of Beginning
Course (ddmmyy)
05 END=-DT 9(6) Date of Ending
Course (ddmmyy)
05 INSTITUTION i15) Description of
Ingtitution
05 INSTITUTION=- Institution's
LDDR x(2 Address
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Level No Field Name Yicture Field Description
05 SPECIALITY X{8) Area of
Specialisation
05 QUALIFICATION-

CcD X Qualification

Desgeription Code

05 QUAL=PRF-CD p 3 Qualificauion Proof
Degeription Code

03 CENSURE-COMMEND|OCCU2S 3 TIME|PARTICULARS OF

CENSURES/
COMTIDATION

ub | CEN-COM=DT 9(6) Date of Censure/
Commendation
(ddmmyy

05 EVENT-3UMMRY x(18) Summary Description
of Censure/
Commendation

05 ACTION=CD ) 4 Censure/Commendation
action Description
Code

03 ARMED-SERVICE PARTICULARS OF ARMID

SERVICES

05 ARM=START-DT 9(6) Date of joining the
service (ddmmyy)

05 ARM=LEAVE-DT 9(6) Date of Lenving the
Scervice (ddmmyy)

05 ARM=3 ERV--NO Z(10) Pergonal Number in
the armed force

05 ARM-T2T0=0D 9 Armed force type
Description Code

05 L.ST-UNIT £(15) Last Unit of Service
in the force

05 LAST -RANK x(10) Lagt rank in the
armed force.

05 ARM=L,5T-

SALARY 9(5)v99 Last annual salary
in the force

05 ARM-LEAVE-

REASON X Deseription Code of
reason for leaving
the farce

05 SERV=-PRI'~CD X Previous armed
service proof Code
03 LEAVE-RECORD OCCUR 5 TIME | PARTICULARS OF LEAVE
RECORDS
05 LEAVE-CD X Type of Leave

Description Code
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Level Nof Field Name Picture Field Description
05 |LEAVE=-3TAT-DT 9(6) Date of
Commencing leave
05 |LEAVE-_8D=-DT 9(6) Date of ending
Leave
05 | RESUMu=DT 9(6) Date of resumption
from leave
0% ABU=-TRNG-HIoTRY |OCCURS 3 TIMES |PARTICULARS OF
A«.B.U, TRAINING
05 |TRG=RAGIN-DT 9(6) Date of beginnin
training (ddmmyy
05 |TRG=zZND-DT 9(6) Date of ending
training (ddmmyy)
05 COUR3SS-TITLE X(13%) Title of training
05 |TRG-INJTITUTS x(20) Institution of
training
05 |TRG-CO3T 9(5)V99 Pinancial cost of
training on A.B.U.
05 |TRG=JUAL=CD X Deacription code
of qualification on
completion.,
03 MOVEMENT-HISTRY |OCCURS 6 TIMES |ii«ATICULARS OF
MOVEMENTS
05 |MOVE-TYPZ X Movement type
description code
05 |MOVE-DT 9(6) sffective date of
movement,
05 |MOVE-RE£ASON x(10) Reason for
lovement
05 |NEW-DEFP-CD 9( 3 ) New department
description code
05 |NEW-FAC-CD a(2) New faculty
description code
03 LOANS~INFO OCCURS 3 TIMgo | FARTICULARS OF
LOANS
05 |LOAN-TYXE-CD Bl Loan type
description code
05 |DATE-TAK:N a(4) Date of taken the
loan (mmyy
05 [LOAN-AMT a(6)vag Amount of loan taken
repayment (mm)
03 FILLER X(90) Blank spaces to

allow easy
introduction of
unforesen fields of
information that may
arise as time gces o
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FOR PIDB S
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LIST OF PO33IBL. REFORTS FROM THE

COMPUTER=-BASED SYSTLM ALONG WITH

CORRESFONDING REPORT CODES

REPORT/STATISTICS

CODE

01

02

03

REPORT/STATISTICS D#SCRIPTION

éomprehensive staff list by
department, Within the department,
2. v ceuld be ordered either
alphabetically by name or
sequentially by staff personal
number., Also, if required, the
list could be ordered by discipline
or designation.

Staff statistics by grade
level to show the numerical
relationship between top
management, middle management, and
lower cadres in order to ensure
continuing proper organisational
development ¢f the University.

This report could be prepared on
the basis of departments for easy

comprehension.

Staff analysis by state - A
statistical report on the
distribution of staff by state of



REPORT/STATISTICS

CODE

04
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REPORT/STATISTICS DESCRIPTION

origin and grade level ag
compliance to the Federal
character requirements for Federal

ingtitutiens and parastatals.

HBarly warning report on staff
due for gratuity. Thig will
report on all staff due to have
gerved 10 years, about 6 months
before due date. The report gnuld
be very useful for the urgani-tion
in that . Management
could also use = in to plan
any special activities on behalf

of affected gtaff.

Eariy'wérning report on
compulaory retirement about 1 year
before due date to enable affected
staff and manggement to prepare
necessary documentation for
pengion/retirements. The
generation vf this report will notun
that compulsory retirement

commences at the age of 60. -

Barly warning report on

reneWals of contract appointments



REPORT/STATISTICS

CODE

o7

08

0%
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REPORT/STATISTICS DESCRIPTION

t0 enable essgential documentation
to be assembled as required by law

or the University Hanagement.

Apdit en academic gualifications
-~ A listing of all certificates held
by each staff and attendant type
of proof will prcvide the necesgsary
global audit. Selective audit may
be prepared for relevant staff whoge
background and necessary proof hgve

not yet been fermalised.

Jelective reporting on ex-servicemen,
This report will be generated
specifically for ex-servicemen..
Also, for any group of staff whose
profile is specifically defined,
aelective reporting could also be

generated.

EFarly warning report on annusgl
salary increment. This would be used
as a turnarcund document to report
on all those due for increment 30
days before they are due. BSuch a
report would particularly be
useful to the Bursary department.



REPORT/STATISTICS
CODE

10

i1

12
13

14

15
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REPORT/STATISTICH DISCRIPTION

Early waming report on date of
confirmations This report would be
ugeful as a turnaround document to
approve Jor reject confirmations
coming due 30 days before they

become effective.

Report on staff movement histlory.
This eculd be reported for all staff
or specified staffy The report
would normally commence from a
gZiven date and terminate on a

specified date as required.
Analysis of genior staff by funciion
Analysis of I & J staff by funection

Summary of number of staff in poat
in Ahmadu Bello University. This
will continue to guide the
University, so as not to contraver2
staffing regulations as approved by
the Nigerian Universities Comrmias’ 31
(IUC). The report would be besti

prepared on departmental basis.

Analysis of academic staff by
positicns within departments in
each faculty. This would help



REPORT/STATI STICH
CODE

16
17

18

19

20

Important Note:-
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REPORT/STATISTICS DESCRIPTION

ensure compliance with NUC

regulations on academic staffing.

Analysis of senior staff by sex

and nationality.

Analysis of I & J staff by sex and
nationality.

Periodic analysic of staff on

University quarters allocation by

House Type.

Periodic summary of new arrivals.
This repurt would usually commence
from a particular date and

terminate on a specified date. ...

Summary of gll staff promotions

in a given year by department.

As new reports/astatistics regquirements arise,

the report codes would continue to grow accordingly

with each code corresponding to a report/statistics

description.
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AFYENDIX T1X

LI3T OF TOSSIBLE ENQUIRIES FROM

THE COMPUTAR-BASED SYSTEM ALONG

WITH CORRNSPONDING ENQUIRY CODES

ENQUIRY CODE

01

02

03
04
05

C6
a7

08

10
11
12,
13
14
15

ENQUIRY DESCRIPTION

Farticulars of Fersonal data
(for example; name, title,
nationality, bank information, and

30 on).

larticulars of Birth (for example:

date, proof, and state of bith).
Particulars of Physical characteristics,
Particulars of Regidence.

Particulars of Spcuse.

Farticulars of children

Particulars of next-of-kin
Particulars of Appointment

rromotion History
Regrading/Conversion History

Details of Previvus Employment
Details of Previous Armed 3Services
Sducational Histury
Censures/Commendations History

Aecords of Leave
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AFTENDIX IX CONTINUJD

16 Ahmadu Bello Universgity Training
History.

17 Movenents Histbry

18 Porticulars of Loan

Important Wotes—

As new enouiries requirements arise, the
Enquiry Codes would centinue t¢ grow accordingly
with each code corresponding to an enquiry

degseription.
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4 SAMPLE USER MANUaxl FOr THE COMPUTER-BAJID
o Yo Tl

INTRODUCTION

This User Manual is prepared to agsist the
user in understanding znd operating the
designed computerised Personnel Information
System with a ninimam of difficulty.

In order to obtain the desired ‘results, it
is advisable 'thnat {he user should as much as
possible follow the manual to the letter. This
is because, computers are mere machines only able
to produce outputs according to the inputs -
Garbage In means Garbage out.

For the purpose of this dissertation, the
User Manual details a summarized version of the
Yrocedures of Datu coding and Data entry into the
system; Security; Back-up; and System Usagee.

whenever the University decides to fully
implement this design, a more elaborate and
complete Uger Manual could be prepared.
Presently, Appendix ZI shows the iist of all the
various codes that would be used for Data Codings
(STARTERS and V :RIATIONS),

Data Coding

A successful computerised personnel
informaticn system starts with the capture of

correct input data. These data are in the form
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new employee records or records of staff

being reinstated (STARTLRS); changes to existing
personnel records (VARIATIONS) or removal of
certain existing records from the personnel file
(DELETIONS). The user should therefore

endeavour to grasp the following coding procedures.:

Completion Of Starter Forms

A starter form is designed to capture the
gtarter data (see figure 2 for sample form),
The follewing instructions should be observed
when completing the starter form:

(a) The three-dizit number directly below cach
item description represents the item code

for such piece of information/data.

Eele EL L LR T

T ESiONAL NO
WOIRE
This neang that, the item code (or

item number) for uniquely referencing

the data item rEZRSONAL NUMBER is 001,

(b) All alphabetic data (e.ge. name) must

start from The leftmost data box.

(e) All poney fields must carry decimal
points and two digits (kobo) after the
decimal point. e.g 125.00 and 30.69 are
valid codings,

(d) All other numeric fields must be right
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justified, That is, the data must
be coded with the least sigﬁifioant
digit in the rightmost box. Any
unused boxes on the left must be

filled with zeros. e.g. 00065

(e) In codingz the personal number, the
first character must be J or P (P for
senior and J feor intermediate or
Junior gtaff); the remaining five
characters are digits.

e.g. F12208, J11418, and JOOOOT7 are

valid ccdings.

(f) 411 iteus described together as one
data iten should be coded together.

(g) The List of ViLID CODES as detailed
in appendix XI should be used for the
purpose of coding items like Faculty
Code, Department Code, Sex Code,
Title Code, ippointment Type Code,

and 80 ON.

2.2. Completion of Wariation Forms

The process of raising variations is a
tedious but necessery task in the operation of

any personnel information system. It demands
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care and deligeﬁne. A variation form is
designed to eapture such variation data
(see figure 3 for sauple form),

Ag seen in figuré 2, the Starter Form
ghows each piece of possible information about
a staff along with the corresponding item
‘number, Thus, in raising the variation of any
Piece of information, the item number must be
coded first preceeding the variation data.
Generally, the following instructions should be

observed when completing the variation foxm:

(a) After coding the item number, leave
one blank berore coding the variation
data. This is to facilitate sight

checking before entry ig nade,

{b) On the variation form, all the staff
migt be numbered serially. The nanmes
entercd under the "NAME" columm; the
faculty code under the "FACY colurm;
and the department code under the
"DEPT" columma. These information are
not to be entered into the compuer;
rather they asre for docunentation and
checking purposes o ensure that the
actual record desired is the one being

changed,
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(e)

(d)

(e)

(£)

The personal number of the staff
(which inf.ct is unique for each
gtaff) is coded under "STAFF WO*
colurm, It is the one that would be
entercd to locate the particular staff

record due for avendnents.

Variations on each gtaff must be
separated by the character "/". TFor
exanple to code variations to change
both the personal number and title of
a given staff, one should code like
thia:

001 P11044/004 05//
The two characters "//" indicate the
end of variation for that staff,
Note that the slash (/) would not be
entered ag part of the variation data.

The user should be on the lookout to
know when a variation data cannot fit
into the reuaining part of the line,
In this case, it is necessary to
begin such a variation data on a new

line cntirely.

The LI3T OF V.LID CODES in appendix
X1 shouvld be referenced for codes
like faculty code, Title Code, Sex
Code, arital Status Code, and so on,
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243, Conpletion of Delcetion Forn

The process of raising deletions is about
the simplest task in the operation of the
computer«~baped personnel information gysten,

A deletion form ig designed to capture the
deletions data (zece figure 4 for sample form).

In conpleting the Deletion Form, the
following instructions should generzlly be
observed:

(a) On the Beletion Fornm, all the staff
mugt be nunbered serially; the names
entered under the "NAME" column; the
facvlty code nnder the "FAC" columm;
and the department cede under the
"DEPTY colwm. Like in the case of
variations, these information are uot
to bhe entered into the computer, they

~are only for documentation and checking
purposes to ensure that the actual

record desired is the one being deleted,

(k) The perscnal number of the staff whose
- . record is degired for deletion should

. ke coded under "STAFF NO" column, This
- woyld be entered inte the conputer to

locate She actual record.

B Data Entry

Data entry into the system ig via the
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P NDIL X CONT D

Vigual Display Unit (VDU), The input forms
(as seen in figures 2, 3 ‘and 4) are so designed
to make such entrics sinple,

Each record is entered item by item under
the direction of the computer (see section 6
below - Using The System). It should be
neted specifieally that, for all items that
are not prompted automatically by the computer
that is all optional items), the item nucbers
MUST be entered togetner with the data value.
The item number is entered first followed by
the data wvalue,

If a data iten is in error, it could be
corrected on-the-gpot and re—entered. The
conputer would usuzlly ask you if you want to
correct the error. It is left to you to

answer the questions accordingly.
Security

In order to guard against unauthoriscd
access to the personnel information data base,
file access pasword has been incorporated
into the systen. Before the Personnel
Information Master File (PERSIN®) can be
accessed, the user MUST supply the correct
password. PFailurc in three attenpts
automatically aborts the systeme. Note that,
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the password should be remembered and kept
secret alyays. 1t could be changed if it is

suspected that it hzaa been known by unauthorised

Persons.

Back-Up

If the coupuser breaks down, all Starters,

Variations and/or Deletions should be coded on

inpyt forms. Thoese trensactions would then be

entered as soon =2g the computer starts working

againe.

Using The Sygten
Signing-0On ind Signing-0ff

(a)

Signing-On:

To catablish contact with the couputer,
switch on the VDU if it is not already on
and press the Carriage Return Key (CR).

Any of the Computer Centre staff could
show you how to do this, Within few seconds

the couputer responds:

ABUCC INT RI.CTIVE 3YSTEM - CYBds T2
CDC NOS 1.1,0 - 430B

USSR NUMB.LR:

You should type in the user nunber
alloecated to the pergsonnel information
systenes Tae couputer would next request
for your password thus:

PL33Y0RD:
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IYou theﬁltypé in the éorredt paésword
given to you by the University personnel
information orficer incharge of the
computcr—based system. TYou must not
reveal it to anybodyll

Once the corrcet password is supplied,
the computer roegpondss

TERITIN AL rn,TTY

ROCOV.AR/ 3TSTaMs
Type in BATCH, 60000 and the computer
would respond:

g RFPL, 60000

/
At this juncture, you have established
the neceggary contact with the computer
and could now run any of the computerised
personnel infornation subsystems.
Section 6,2 below details an exanmple of
how to run the FIDB subsystem to capture
data for maintaining the data base by
adding ncew records to the Fersonnel
Information faster File (PERSIMF).

(b) Signing-Off:

When you have finished your work and

desire to o, you ginmply type:

BYE
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As soon as you press the carriage returm
key following this command, the computer
will automatically log you off, and you
can no longer access the personnel

information systen until you sign-on again.

Capturing Ncw Records For Maintaining The
Master File

In general, to capture the maintenance data

for the Personnel Information Masterfile,
type:
GET, PER2A

The computer will respond with slash (/) which
means it has obeyed the typed instruction.
Next, type in the instruction:

PER2A
The computer responds with the following
negsages:

AeBU PERSONNZL INFORMATION SYSTEM

PEURSONN AL MASTLRFILL MAINTENANCE MENU:=

E*'I‘if**i’**i!’.r'."'k'.‘:‘.i"x.'“.?i(1:***************1.‘**;
¥ A POR STARDUR LNTRY g
¥ Vv FOR V.RI.TION ENTRY 2
b £
i D FOR DiLJTIONS ENTRRY &
£' P FOR FINISHBED g
MRS TS L F L PR P e S 2 S 2 2 2 E L S Sl

GET READY PLL/ASLELY
WHICH MaNU
?
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When the question wexk (7) is displayed, you
should type either 4 4y V§ D or Fu If you

enter A, the colapuber responds with the necssagess
WELCOME TO

AT ARTHR - NTRY SURSYSTEM:
ALWAYS ROMAMBIR TO

1. WAIT FOR ? BEFORE ENTRRING ANYTHING

2. DRD3S CARRILGE RETURN KEY (CR) AT
END OF 7:CH LINE.

INSTRUCTION: CLEAR? {Y/N)

If you enter V, the comnputer would respond with similar
negsages except that "STARTHER sSNTRY" would be
replaced by "ViRILTION oHTRY", If you enter D,
the couputer rcsponds with similar rvessages
except that “Jliul.r SETHY" would be replaced
by "DELETION XTTRY", If you enter F, the -
conputer would reapond with the nessage: GOOD
BYE FOR HO«, which mcang that you have finished
the naintenance tronsacticng you desire,

See appendix LLII £or & sample terminasl
session during paintennsnce data entry. That
explaing further the working of the PIDB |

subgysten. -
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ATPENDIX XI

LIST OF VALID COD&SS FOR THE COMPUTER~BASED
PERAONTEL INFORMATION SYSTEM

A DEPARTVENT CODES AND DESCRIPTION

DEP ARTMENT DEP ARTMENT CORRESPONDING
CODE DESCRIPTION FACULTY CODE
CO1 VICE~-CHANCELLOR!'S OFFICE 02
002 REGISTRAR'S OFFICE 03
003 BURSAR'S OFFICE 04
005 KASHIM IBRAHIM LIBRARY 19
006 HAN'S OFFICE (ARTS &
30C. 3C.) o7

007 SNGLISH & DRAMA o7
008 HIZTORY 07
009 GLOGRAVEY 07
010 BUROFEAN LANG (FREHCH) o7
011 FInu aRTS - - 10
012 4 605 OFFICE 05

h 013  GCOWOMICS - 07
014 POLITICAL SCIENCE I ¢ RONTOTER
015 jocIonoeY SRR
016 . DEa N'S OFFICE (SCIENCE 1
017 BIOLOGICAL 3CIENCES 11
018 CHEMISTRY thl
019 PHYSICS - - 11
020 MATHEMATICS - 1"
021 EDUCATION/CHILD STUDY 08

022 TLIBRARY SCIENCE o8



023
024
w25
026
027
028
029
030
031
032
033
034

035
037
038
V39
J40
041
042
043
044
045
046
047
048
049
050
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APPENDIX XI CONTINUED

CENTRE FOR ADULT EDUCATION
GEOLOGY

ARCHITECTURE

IYA ABUBAKAR COMPUTER CENTRE
VET FATHOLOGY & MICROBIOLOGY
DEAN'S OFFICE (ENGINZERING)
CIVIL ENGINEERING

ELECTRICAL ENGINEERING
MiCHANICAL ENGINEERING
DEAR's OFFICE (VET MEDIBING
VET SURGERY & MEDICING

VJT FHYSIOLOGY &
PHARMACOLOGY

VET ANATOMY

MOBID ANATOMY

CHEMICAL PATHOLOGY
UNIVERSITY HEALTH SERVICE3
B53TATE ( ADMINISTRATION)
CENTRAL MECHANICAL %ORKSHOF
TRANSPORT POOL

DEAN'S OFFICE (AGRICULTURE)
ANIMAL SCIENCE

PLANT SCIENCE

ECONS & RURAL SO0CIOLOGY
30IL SCIENCE

CROF ¥ROTECTION

VLT YARASTOLOGY & ENTOMOLOGY
PRACTISING SCHOOL

16
11
10
14
12
09
09
09
09
12
12

12
12
17
)
20
20
20

& R

8 &



U519
055
057
058
059
061
062
063
064
065
066
ub7
v68

069
070
U1
072
073
074
075
o77
J78
079
080
082
083
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APPENDIX XT CONTINUED

COUNCIL EXPENSES

ot

DEAN'S OFFICE (HUMAN MEDICINE)17

DuAN'3 OFFICE (EDUCATION)

HUMAN ANATOMY
ANAESTHES TA
SURGERY

COMMUNITY MEDICINE

QB3TATRICS & GYNAECOLOGY

MEDICINEG & PSYCHLATRY
MICROBIOLOGY
FAIDIATRICS
HAEMATHOLOGY

PHARMACOILOGY & CLINICAL
FHARMACY

PHYSIOILOGY

RADIOLOGY

MEDICAL LIBRARY

SCHOOL OF BASIC STUDIES
AGRONOMY

DBAN'Y OFFICE
( BNVIRONMENTAL DESIGN)

BUILDING
BIOCHEMISTRY
CHEMICAL ENGINEERING
SURVEYING
IMMUNOLOGY
UNIVLRSITY FARM

CENTRE I'OR 50C. & ECON.
RESEARCH

Q8

R
e

17
17
17
17
"
17
17

18
17
17
19
13
06

10
10
11
09
09
17
14

1%



085
087
088
089
090

091

- 092
093

097
098
099

100
163
¥4
106

107

108
110
111

112
113
14

15
116
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APPENDIX XI CONTINUED

OPTEAMOLOGY

URB:LW & REGIONAL PLANNING
CLKTRE FOR EDUCATIONAL TECH
NIG & AFRICAN LANGS

FINANCE OFFICE (STUDENT
AFPFAIRS)

BINDLRY UNILIT
S AMARU LIBRARY

CaANTRE FOR NIGERIA CULT.
STUDLES

PROJLCT OFFICE
AGRIC BNGINIZERING

VaT PUBLIC HEALTH & PREV.
MEDICINE

PHYSICAL & HEALTH EDUCATION
VOCATIONAL & TECH EDUCATION
AREWA HOUSE

DEAN'S OFFICE (PHA RM
SCIENCES)

YHARMACEUTICS & PHARM
MICROBIOLOGY

INDUSTRIAL DESIGN
VETERINARY MEDICINE LIBRARY
(NINAL PROCESSING LAB
METALLURGICAL ENGINSERING

HATSR RESOURCES &
SNVI:ONMENTAL ENGINEERING

TSXTILE; SCIENCES &
TECINOLOGY

PSYCHILATRIGS

SNTISTRY

17
10
14
o7

25
19
14

14
10
09

12
08
08
15

18

18
10
12
21

09

09

11
17
17



117
118
119
123
124
125
500
501
502
503
504

506
507
508
509
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ArELNDIX XT CONTINUED

ORTHOFPAEDIC SURGERY
FaapMeCOGNOSY & DRUG
PHARMACEUTICAL CHEMISTRY
FOSTERADUATE SCHOOL
MZDICAL MICROBICLOGY
DEMONSTRATION SEC. SCHOOL
AKINZUA HALL

AMINA HALL

ALEX\NDER HALL

BARAU DIKKQO HALL
DANFODIO HALL

IC5A HALL

RAMAT HALL

RIBADU HALL

UM R GULEIMAN HALL
MuDICAL HALL KADUNA

17
18
18
14
17
08
25
25
25
25
25
25
25
25
25
25



B. FOUTA

FAULWTY GONE

o
o
0Z
04
05
05

nT

18

L )

1 .

29

21
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SPPENDIX XTI

CONTINUED

055 _AND DESCRIPTION

FACULTY DESCRIPTICON

UNIVERSITY COUNCIL

VICE CHANCELLOR'S OPfICE

REGISTRY BECTION

BURSARY

SECTION

LAGOS CFFICE

FACULTY
FACULTY
FACULTY
FACULTY
FACULTY
FACULTY
FACULTY

OF AGRICULTURE

OF ARTS & SOCTALLSCIENCES
OF EDUCATION |

OF ENGINEERING

OF ENVIRONMUNTAL DioIGN
OF SCIENCE

OF VETERINARY MEDICINE

SCHOOL OF BASIC STUDIES

TEACHING SUPPYORT UNWITS

RESEARCH CENTRES

FiCULTY
PACULTY
LIBRARY

OF HUMAN MEDICINE _
OF PHARMACEUTICAL SCIENCES
DIVISION

ESTATE DEPARTMENT

ANIMAL PROCESSING LAB

STUDENT

AFFAIRS
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" JFPENDIX XI CONTINUED

BANK CODw3 /D DI3CRIFTIONS

BANK CODE
01
02
0%
04
05
06
07
08
09
104
1

12
13
14
15

164
174

18,
19.

20.

21.

U LON
U ION
UALCN
UNIO:
UT1cH
UL O
FIRST
FIRST
FIRSD

FLIST

BANK_DRSCRIPPION

BANK OF NIGERIAN

BANK
BANK
BANK
BANK
BANK
BANK
BANK
BaK
BiNK

OF
ofF
OF
OoF
OF
QF
OF
OF
oF

MaRLT ROAD,

NIGERTAN
NIGERIAN
NIGERTIAN
NIGERIAN
NIGERIAN
NIGERIAN
NIGERIAN
NIGERIAN
NIGERIAN

J03.

FLit® BaNE OF NIGERIAN

ROLD,

JOS .

FIRST BLNK OF NIGERIAN

LIMITAD, 5AMARU
LIMIT.D, ZARIA
LIMITED, KADUNA
LIMITiD, KANO
LIMITGD, JOS
LIMITED, ITORIM
LIMITED, SAMARU
LIMITED, ZARIA
LIMITED, KADUNA
LIMIT:D,

LiIMIT&D, BANK

LINITED, NGURU

Bikl, OF THE NORTH LIMITED, ZARIA

B X OF TEE NORTH LIMITED, JOS.

PLIK OF THE NORTH LIMITED, LAGOS
3TaE2T, KANO.

BANK CF THE NORTH LIMITED, ILORIN

ANK OF THE NORTH LIMITED, YAKUBU
GO0 WAY, KADUNA.

UNITED BANK FOR AFRICAN LIMITED, ZARIA

LIITED BANK FOR AFRICAN LIMITED,

KADUN

Jq-.

H;.TIONAL BANK OF NIGERIAN LIMITED,

Z f},B.I f L

»

NLTIONAL BANK OF NIGBRIAN LIMITED,
KADUHA.



22
23
24
25

26

27

28
29
30
3

32
33

34

35
36
37
38
39

40
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SPPANDIX XI CONTINUED

FIRST BANK OF NIGERIAN LIMITED, .
LAGOS STHEET, KANO.

PIRIT BANK OF NIGERIAN LIMITED, ILORIN

NATTONAL BAWK OF NIGERIAN LIMITED,
KiNO.,

PIRST BANK OF NIGERIAN LIMITED, B.U.K,
KaMO.,

CO-QrZRATIVE BANK LIMITSED, ZARIA
B/NK O THE NORTH LIMITD, BIDL

BALNK QF THe NORTH LIMITHD, TaALaTa
MiTaRA. .

N.TION,I BaNK OF NIGEKRIA LIMITsSD,
K. BBi..

UHILED BaWK FOR AFRICAN LIMITED, KANO.

INTERTATIONAL BANK FOR WEST AFRICAN
LTMITAD, KADUNAS

CO-0OPLRATIVE BANK LIMIT#D, KADUNA.

HATIONAL BANK OF NIGERIAN LIMIT:D,
ITLORIN,

NATIONZL BANK OF NIGERIAN LIMITED,
OTUKFPO,

BAHK OF THE NORTH LIMITED, KAFANCHAN
BANK OF THE NORTH LIMITED, YOLA
UNION BANK OF NIGERLAN LIMITSD, OFFA
MERCH/NTILE BANK LIMITED, UYO

FIR3T BANK OF NIGERIAN LIMITED,
MOLON Y STREET, LAGOS.

S0CIsTr' GENERALE' BANK, KACHLA
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Lo

D. TITLE CODES AND DESCRIPTIONS

TITLE CODE PITLE DESCRIPTION
01 MR
02 - MALLAM
03 DR
04 . MRS
05 . ALHAJT
Ub - PROFESSOR
o7 | - MIS®
08 . ALHATA
09 | - HS
10 ~ REVERED
1" CANNON
12 | CHIEF
3 | DEACON
14 OTHERS
B.'. MARITAL STATU3 CODES 4ND DESCRIPTIONS
MARITAL STATUS MARITAL STATUS
CODE DESCRIPTION
o1 o S INGLE
02 MARRTED
03 ~° ° DIVORCED
04 .~ WIDOWERD
o5 SEPARATED

06 | UNKIOWN
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APPENDIX XI CONTINUED .
F. TYPE OF APPOINTMENT TYPE OF APPOINTMENT
CODE DESCRIPTION

o CONTRACT

U2 TENURE

03 TEMPORARY FULL TIME

04 STUDY FELLOWSHIP ABROAD

05 STUDY FELLOWSHIP IN

NIGERIA NOT A.B.U,
06 STUDY FELLOWSHIP IN A.B.U.
07 INTERIDCTION

Ge

STATE OF ORIGIN CODES u4ND DESCHIPTIONS.

STATE OF QRIGIN
T0DE

01
02
03

04
J5
06
07
08
o9
10
11

12
13

14
15

STATE OF ORIGIN
T DESCRIETION

AN AMBRA
ABUJ A
CROSS RIVER
BAUCHL
BENDEL
BENUE
BORNO
GONGQOLA
EADUNA
KANO
KWARAR
IMO
NIGER
LAGOS
OGUN



LI S

APPENDIX XI. CONTINUED

» 16 ONDO

: 17 0Y0
. 18 PLATEAU
19 SOKOTO
: 20 RIVERS
21 KATSINA
- 22 AEWA-IBOM

H, NATIONALITY CODdS /ND DESCRIPTIONS

NATIONALITY CODZ " NATIONALITY DE3CRIPTION
01 NIGERIAN
02 AFRICAN
03 EUROPEAN
04 S ASIAN
05 INDIAN
06 ENGLISH
o7 IRISH
08 AMERICAN
09 CANADIAN
10 CHINESE
1 JAPANESE
12 RUSSIAN
13 o SOUTH AMERIGAN

I. RELIGION CODS aND DuSCRIPTIONS

RELIGION CODE BELIGION DESCRIPTION
01 CHRISTIANITY
02 _ MUSLIM

03 | OTHERS



de

L.

M.

Ne
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APPSNDIL X1 CONTINUED

SEX_CODES AND DESCRIPTIONS

SEX CODH 88X DESCRIPTION
MALE
FEMALE

COMPLEXION CODs&S AND DESCRIPTIONS

COMPLEXION CODZ

COMPLEXION DBSCRIPTION

A ALBINO

F FAIR
DARK

W WHITE

EYES COLOUR COD&S AND DESCRIPTIONS

EYES COLOUR CODE EYES COLOUR DESCRIPTION

ul BROWN
02 BLUE
03 GREEN
04 GREY

HAIR COLOUR CODE3 ,ND DESCRIPTIONS

HAIR COLOUR CODE

HART COLOUR _BBSCRIFTION

01 BLACK
02 BROWN
03 RED

04 BLONDE

DEFORMITY CODE

DEFORMITY DESCRIPTION

NO
YBS
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APPANDIX XI CONTINUED

O LANGUAGE CODES AIID DESCRIPTIONS

LANGUAGE CODE LANGUAGE DESCRIPTION
1 HAUSA
n2 1BO
J3 YORUBA
04 EFIK
05 ENGLISH
06 PORTUGUESE
07 GERMAN
08 ARABIC
09 GREEK
10 CHINESE
11 JAPANESE
12 FULANI
13 FRENCH
14 SPANISH
15 RUSSIAN
16 INDIA

P. BIRTH PROOF CODES .ND DESCRIPTIONS

BIRTH FROOF CODE BIRTH PROOF DESCRIPTION
A AFFIDAVIT
B BIRTH CERTIFICATE

N NO PROOF
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APPSNDIX A1 CONTINUED

de M AGE-PROCF CODES ESCRIPTIONS
RIAGE M GE _PROOF
FROOF CODE DESCRIPTION
A AFFIDAVIT
c MARRIAGE CERTIFICATE
N NO PROOF

Re NEXT-OF-KIN RoLATIONSIHIF CODES AND DESCRIPTIONS

NEXT-OF-KIN RE- NEXT—OF-KIN RELATIONSHIP
LATIONSHIP CODE DESCRIPTION

F FATHER

M MOTHER

B BROTHER

8 SISTER

U UNCLE

A AUNTIE

S. HEASON FOR LeAVING obr1OYMENT CODES AND DASCRIFTION

R3AS0N_FOR REASON FOR
LEAVING CODE LEAVING DESCRIVTION
1 RESIGNATION
2 SECONDMENT
3 TERMINATION
4 DISMISSAL
5 RETIREMENT
6 DISCHARGE (Armed Forces
Only)

7 OTHERS
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APP#NDIZ %I CONTINUED

T, ARM-OF-SERVICE JOD:3 AND DESCRIPTION

ARM—-OF=SERVICE ARM—-QF-SERVICH
GODE T DESCRIPTION

ARMY

AIK FORCE
NAVY
POLICE
PRISONS
CUITOMS
IMMIGRATION

G’)-JO‘\\JI-I&\JIN-B’

OTHERS

Us QUALIFICATION QUALIFICATION
CODE DESCRIPTION -

1 FIRST SCHOQL LAAVING
CERTIFICATE

2 ORDINARY LEVEL
3 ADVANCED LEVEL

4 FIRST DEGREE (B3c; BA;
BENG; e.t.c,)

5 SECDND DEGRES {M3c; MAj
MEHG: e.tac,)

6 THIRD DEGHEE (PhD; DSC;
e.t.C.)

7 PROFESSIONAL (Intermediate)
8 PROFESSIONAL (Final)
QTHHRS

V. QUALIFICATION-PROOF CODES AND DESCRIPTION

QUALIFICATION-PHOOR QUALIFICATION=PRCOF
CODE DESCRIPTION

1 ORIGINAL CuRTIFICATE
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APPENDIX XI CONTINUED -

o VT o N O

AFFIDAVIT

STATEMENT OF RESULIS
TESTIMONIAT

OTHERS

TRAINING RESULT CODJ3 aND DESCRIFPTIONS

TRAINING RESULT
CODE

P
P
c
TYPE OF LEAVE CODZS

TRAJNING RESULT
DESCRIPTION

PASSED
FATLED
ATTENDANCE CERTIFICATE

LD _DESCRIFPTIOND

TYPE OF LEAVE
CODE

1
2
3
4
5

TYPE OF LEAVE
DESCRIPTICN

MINUATL LEAVE
MATERNITY LEAVE
SICK LEAVE

CASUAL LEAVE
COMPASSTIONATE LaAVE

TYPE OF MOVRMENT CODES AND DESCRIPTIONS

DYPE OF MOVEiLNT
CODE

U Q v b

TYPE OF MOVEMENT
DESCRIPTION

FIRST APPOINTMANT IN A.B.U
SECONDMENT/TRANSFER
ACTING APPOINTMANT
RETIREMENT/GRATUITY/PENSION
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APPENOIX XT CONTINUED

CONTRACT APPOINTMANT
SUSPENS ION
TERMIN AT ION/RESIGNATION/
DEATH

H o o=

Z. . CENSURE ACTION CODusS AND DESCRIPTIONS

CENSURE ACTION CENSURE ACTION
CODE DESCRIPTION

walle

EXPLANATION TO UERY ACCEPTED
WARNING

SUSPENS ION

DEMOTION

TERMINATION

DISMISSAL

COMMENDATION

REWARD/MERIT

W 0 ~3 O WV b W

PROMOTION
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