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A
Access. See Microsoft Access
Access points, 61
Accessibility

computers, adapting for people with
disabilities, 112

nonprofit website, 101, 102
Account compromise, 242
Accounting software, 96, 97
Advertising, job openings, 157–160, 171, 172
Adware, 49, 241
Antivirus software, 48–50, 89–91, 253
Applications. See Software
Assessment of resources, 4–14, 35, 36
Assimilator, 113

B
Backup procedures

and hard dr ive crashes, 74
need for, 49, 50
and recovery programs, 66
and use of GoBack, 257
and use of LAN, 59

Benchmarking, 55–57
Bluetooth, 60
Board members, 23, 24, 226
Bobby Approved certification, 102
Bookkeeping software, 96, 97
Browsers, 87, 91, 103
Budget, 33, 34, 80–82

C
Calendars, online, 87–89
CDs, 16, 37, 50

Centur ion Guard, 113
Certifications

Bobby Approved, 102
Microsoft Certified Systems Administrator,

154, 157
Chronicle of Philanthropy Careers, 158
CNET, 67
Communications

costs, 42
email. See Email
Internet, use of , 89
and technical support staff , 195, 196

Compatibility issues
Macintosh and PC, 63
Microsoft files and other office 

suites, 96
software, 42, 43, 82, 96

CompuMentor, 122
Computer literacy, 57
Computers

accessibility for people with 
disabilities, 112

donated, 3, 25, 27, 28, 34, 35, 37
freezes, 229
inventory, 5, 7
Macintosh, 61–63
maintenance, routine, 26, 48, 89, 90.

See also Maintenance
minimum requirements, 36–37
networks, 37–41
older models, 86, 87
planning considerations, 25
pr ices and features, compar ing, 64–67
for public use, 111–115, 254–257
speed, 66

Confidentiality. See Pr ivacy issues
Consistent Computer Bargains, 70

Index
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Consultants
considerations in hir ing, 125, 126
expectations, establishing, 127, 128
fees, compar ing, 134, 135
as independent contractors, 143
interviews, 130–134
job descr iption, 128, 129
mistakes in hir ing, 141
personality versus ability, 132, 134
preparation, 128, 129
providing information to, 139
qualifications, 129, 130
recommendations of , 139, 140
references, 126, 127, 135–137
search committee, 130, 131
TechSoup website, 130
time, efficient use of , 128
use of , 81, 82
visit, planning for, 137–139

Consumer Reports, 67
Contracts, 70–72
Conversions Plus, 63
Cookies, 241
Costs

and access to technology, 1
cost/benefit analysis

database versus presentation project,
16–18

evaluating benefits, 2
integrated software systems,

106–110
maintenance and repairs, 34
pr ice compar isons, 64–67
subscr iptions, 34
supplies, 34
training, 8
wired networks, 59, 60

Credentials, ver ifying, 175, 176

D
Data mining, 244, 245
Databases

access from home computer, 47, 48
connecting computers with LAN, 37–41
consistency enter ing data, 38
database project versus presentation

project, 15–20
information contained in, 94, 95

membership information, 32
pr ivacy concerns. See Pr ivacy issues
software, 17, 93

DAVE, 63
Decision making, 56–58, 232, 233, 246, 247
Deep Freeze, 113
Defragmenting hard dr ive, 48
Dell Computer, 66, 67
Digital cameras, 104
Discounts, 69, 70
Dolphin, 112
Dragon NaturallySpeaking, 112
Dreamweaver, 103
Dr ive Shield, 113

E
802.11b standard, 60
E-Rate, 42
Email

and access to Internet, 41, 42
communication by, 12, 13
free accounts, 86
freeware and shareware, 91
importance of , 32, 33
phishing scams, 240, 241
Thunderbird, 87
and use of older computers, 86, 87
and viruses. See Viruses

Ethernet, 39, 59, 60, 62
Excel, 96
Exploitation of trust, 243

F
501Click Marketplace, 70
File shar ing, 62, 63
File Transfer Protocol (FTP), 103
Firefox, 87
Firewalls, 49, 61, 256
Fortres Clean Slate, 114
Fraud, 243, 244
Freeware, 90, 91, 93, 95, 99
FSLogic Protect, 114
Funding

government E-Rate program, 42
grants, 89, 90
sources of , 35
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G
GoBack, 66, 256, 257
Google, 122
Grants, 35, 89, 90
GrantStation PRO, 90

H
Hackers and hacking, 242, 243
Hard dr ives

crashes, 48, 49, 74
defragmenting, 48
reliability of , 26
size of , 66

Hardware
computers. See Computers
dig ital cameras, 104
donated equipment, 3, 25, 27, 28, 34,

35, 37
inventory of , 5, 7
maintenance, routine, 26, 48, 89, 90. See

also Maintenance
minimum requirements, 36–37
planning considerations, 25
scanners, 104
standards, establishing, 26, 27

High-speed connections, 41, 42, 49
Hosting services, 103–105, 253, 254
HouseCall, 253

I
I-Listen, 112
Independent contractors, 141–145
Internet

accessing, methods of , 41, 42
adware, 49, 241
browsers, 87, 91, 103
and communication, 89
connection, 62
email. See Email
infrastructure attacks, 243
Internet Service Providers (ISPs),

104, 105
online resources for nonprofits, 89, 90,

121–123
online technical help, 121–123

spyware, 49, 241, 242, 253
use policy, public computers, 115
and viruses, 48

Internet Explorer, 87
Interviews

consultants, 130–134
systems administrator, 156, 162–172

Intuit, 96
ISP (Internet Service Provider), 104, 105

J
Job descr iptions

consultants, 128, 129
systems administrator, 151–153, 155
and technical responsibilities, 218
technical staff , 225
vir tual volunteers, 213–214

K
Keyboards, protecting, 255

L
LAN. See Local area network (LAN)
Leadership, 3, 8, 22, 23, 80, 204
Licenses, software, 43, 48, 83, 91
Local area network (LAN), 38–40, 58–60

M
Macintosh computers, 61–63
MacLink Plus Deluxe, 63
MacSpeak, 112
Maintenance

importance of , 118
link checkers, 99
and minimum requirements, 26
routine, 26, 48, 89, 90
software updates, 48, 49
and technical support, 118, 119
website, 102

Management
managers, developing, 222
online calendars, 87–89
resources, 223
structure, need for, 83, 84
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technical volunteers, 214–220
technicians, supervising, 230, 231
technology, 73–80
websites, 102

McAfee, 91, 122
Memory

older volunteers. See Volunteers
RAM, 66
upgrading, 37

Microsoft Access, 17, 93, 95, 108, 110
Microsoft Certified Systems Administrator,

154, 157
Microsoft Excel, 96
Microsoft Money, 96
Microsoft Office, 17, 92, 93, 95, 96, 110
Microsoft PowerPoint, 15–20
Microsoft Word, 43
Microsoft Works, 93
Midsize and large organizations

benchmarking, 55–57
budget considerations, 80, 81
decision making, 57, 58
growth, changes resulting from, 53, 54
hypothetical examples, 54
management of technology, 73–78
networking, 58–64
purchasing hardware and software. See

Purchasing
secur ity issues, 60, 61
technology plan, revising and updating,

78–84
Monster.com, 159
Mozilla, 87

N
Networking cards, 59–61
Networks

local area network. See Local area network
(LAN)

public computers, 255, 256
wide area network (WAN), 211

Nonprofit Organizational Assessment Tool, 6
Nonprofit status, obtaining, 31
Nonprofit Times Jobs, 158
Norton, 91, 122
Npower, 6

O
OpenOffice, 95
Opera, 87
Operating systems, 36, 37, 61. See also Windows

P
Packet sniffing, 243, 254
Passwords

changing, 246
network supervisor, 236
for online calendars, 88
safety considerations, 249
and secur ity issues, 241, 242, 248
updating website, 254

PC Guardian, 114
PCMacLAN, 63
PCWorld, 67, 99
Pharming, 241
Phishing, 240, 241
PhotoShop, 103, 104
Planning

goals and needs, 21, 22
hardware. See Hardware
keys to success, 22
leadership, 3, 8, 22, 23, 80, 204
procedure, 20
project selection. See Project selection
technological change, 54–57
technology plan. See Technology plan

PostScr ipt, 62
PowerPoint, 15–20
Pr inters, 59, 62
Pr ivacy issues

access to information, 47, 48
policies, 216, 217
and technical support staff , 201
violations of pr ivacy, 244, 245

Probes, 242
Procedures

backup. See Backup procedures
development of , 119
need for, 84
planning, 20
secur ity, 251–253

Project selection, 15–20, 32
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Public use of computers, 111–115, 254–257
Purchasing, 63–72

Q
QuatroPro, 96
QuickBooks, 96, 97
Quicken, 96

R
RAM, 66
Recovery programs, 66
References, checking

job applicants, 172–175
vendors, 67, 69

Request for Proposal (RFP), 67–69
Root compromise, 242
Routers, 59, 61

S
Scanners, 104
Scans, 242
Schedules, 227
Search engines, 101
Secur ity issues

adware, 241
antivirus programs, 253
basic secur ity precautions, 254
checklist, 250
cookies, 241
fraud, 243, 244
hacking, 242, 243
importance of , 237, 238
layers of protection, 253
management, 238, 245–247
and online calendars, 88
passwords, 246, 248, 249
pharming, 241
phishing, 240, 241
planning, 248
pr ivacy. See Pr ivacy issues
public computers, 111–114, 254–257
routine procedures, need for, 252, 253
secur ity plan, developing, 247–254
spyware, 241, 242

systems administrator responsibilities,
251, 252

tips, 257
user er rors and omissions, 245
viruses. See Viruses
and website hosting, 105
website protection, 253, 254
wireless networks, 60–61

Servers, dedicated, 58, 59
Service agreements, 70, 72
Shareware, 90, 91, 93, 99
Small organizations

changing needs, 120, 121
hypothetical examples, 30
technology plan, 31–51, 120

Software
accessibility options for people with

disabilities, 112
advice from colleagues, obtaining, 110, 111
antispyware and antiadware programs, 49
antivirus programs, 48–50, 89–91, 253
Assimilator, 113
Centur ion Guard, 113
commercial, 90–93
compatibility issues, 42, 43, 82, 96
Conversions Plus, 63
custom, 90, 92, 93
database software, selecting, 93
DAVE, 63
Deep Freeze, 113
donated, 25, 27–28, 34, 35, 43
download sites, 99
Dr ive Shield, 113
email. See Email
evaluating need for, 109
File Transfer Protocol (FTP), 103
Fortres Clean Slate, 114
freeware, 90, 91, 99
FSLogic Protect, 114
GoBack, 66, 256, 257
integrated packages, 105–110
inventory of , 5, 7
licenses, 43, 48, 83, 91
Macintosh and PC compatibility, 63
MacLink Plus Deluxe, 63
Microsoft Access, 17, 93, 95, 108, 110
Microsoft Excel, 96

14_738387 index.qxp  1/9/06  1:55 PM  Page 263



I n d e x

264

Microsoft Money, 96
Microsoft Office, 17, 92, 93, 95, 96, 110
Microsoft PowerPoint, 15–20
Microsoft Word, 43
Microsoft Works, 93
modifications and templates, 93
older versions of , 96
online calendars, 87–89
PC Guardian, 114
PCMacLAN, 63
PhotoShop, 103, 104
and public use computers, 256, 257
QuickBooks, 96, 97
recovery programs, 66
selecting, 43–45
shareware, 90, 91, 99
standards, establishing, 26–27
StarOffice, 95
suites, 93, 95
training, 43, 45
updates, 48, 49
versions, 43
website design, 103
WordPerfect Office, 95

Spreadsheets, 93, 96
Spyware, 49, 241, 242, 253
Staff

computer literacy, 57
computer use policy, 217
confidentiality issues, 201
consistency, need for, 197
disgruntled employees, 244
flextime, 228
handbook, 198, 199
pager use, 228–230
responsibilities, 200
stability and secur ity considerations, 56
team approach, 197, 199
technical. See also Systems administrator ;

Technical support
decision making skills, 232, 233,

246, 247
goal setting, 233, 234
and goals of nonprofit, 231–232
job applicants, 223, 224
job descr iptions, 225
lines of author ity, 225, 226

managers, 222
need for, 145, 147, 148
and new equipment, 233
or ientation, 231–236
as part of organization, 77
people skills, 234, 235
responsibilities, 224
supervising, 220–236
training, 193–201
turnover, 234–236
volunteers versus staff , 221, 222
work habits, 196, 197, 222,

223, 227
young people, 233

technical problems, solving, 229, 230
time management, 200, 201
training. See Training
work schedules, 227

Standards
and procedures, 84
wireless networking, 60

StarOffice, 95
Systems administrator

advertising position, 157–160, 171, 172
age issues, 156
applications, 158–160
credentials, ver ifying, 175, 176
exper ience, 156, 157
gender issues, 149, 150
hir ing from within, 157, 158
interviews, 156, 162–172
job descr iption, creating, 151–153, 155
Microsoft Certified, 154, 157
needs of organization, 149, 155
qualifications, 152, 153, 161, 162,

164–166
qualified applicants, selecting, 171, 172
references, 172–175
salary considerations, 149–151
search committee, 165
secur ity procedures, 251, 252
skills

evaluating, 156, 157, 160, 161
versus fit, 175
job requirements, 152, 153

technicians, 148, 149
and unilateral decision making, 246, 247
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T
TCP/IP, 62
Technical support. See also Staff

communication, need for, 195, 196
funding, 81, 82
independent contractors, 141–145
Microsoft, 122
need for, 140
needs, assessing, 124
online assistance, 121–123
outsourcing, 141–145
responsibility for, 148
systems administrator. See Systems

administrator
technical responsibilities, 218–220
technicians, example of problems with,

75–77
technology team, role of , 118, 119
volunteers

management of , 203, 204
professionals, 208
versus professionals, 117, 118
responsibilities, 218–220
retaining, 205–207
supervising, 214–220
time constraints, 204, 205

Technology advocate, 3, 8, 40, 41
Technology assessment, 4–14, 35, 36
Technology plan. See also Planning

boilerplate plans, 50, 51
character istics of , 24
considerations before upgrading computer

system, 55, 56
consultants, use of , 127, 128
elements of , 13
evaluating, 55, 56
implementing, 28
maintenance and technical support 

issues, 118
mature organizations, 80
midsize and large organizations, 78–84
need for, 2, 3
revising and updating, 78–84
small organizations, 31–51, 120
team responsibilities, 215, 216
updating, 50
wr itten plan, need for, 20, 21, 50, 51

Technology team
consultants, use of . See Consultants
meetings, importance of , 4
members of , 3
procedures, development of , 119
small organizations, 31
and team responsibilities, 215, 216
technology advocate, role of , 3
time commitment, 4

TechSoup
community message boards, 123
consultants, information on, 130
discounted products, 70
Microsoft Office, donations of , 95
and software site licenses, 43
and technical support, 121, 122
website, 5, 6, 38

Templates, 93, 108
The Learning Center, 122
Theft, 114
Thunderbird, 87
Training

adult learners, 187, 188
assessment, 186
basic computer skills, 25, 57, 185–187
board members, 23
budgeting for, 81, 82
circuit r iders, use of , 188, 189
community resources, use of , 179–182,

188, 189
computer literacy, evaluating, 57
costs, 17, 107
environment for, 180, 181
importance of , 81, 82, 177, 178
importance of people, 192, 193
and infrequent use of skills, 19
internal, 183
mater ials, 25
needs, identifying, 25
older computers, use of , 86, 87
older volunteers, 6, 179, 181, 209, 211
one-on-one, 190, 191
planning, 25, 184, 185
as pr ior ity, 189
professionals, 13, 17
program, 45–47
and project selection, 14, 15
self-learning, 192
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software use, 43, 45
trainers, 183
volunteers, 6, 8, 43, 45, 191, 192, 209
Windows, 25

U
URL, 99

publicizing, 100

V
Vendors

local versus national, 63, 64
references, checking, 67, 69
salespeople, dealing with, 69, 71, 73
selecting, 73, 74
as source of information, 57, 58

ViaVoice, 112
Viruses

antivirus programs, 48, 49, 89–91
denial of service attack, 240
descr ibed, 238
methods of spreading, 239
and teenagers, 255, 256
Trojan, 239, 240, 242
and use of home computers, 48
worms, 239

Volunteers
computer literacy, 57
computer use policy, 217
conscr ipted, 216
er rors, 245
expertise, 4, 8, 38, 40, 41, 45, 204–208
“fir ing,” 220
home computers, use of , 47, 48
leaders, 8
older volunteers

and computer literacy, 209
and computer use, 179, 181
short-term memory limitations,

209, 211
sources of information on, 210

and paid staff and management structure,
83, 84

personnel policies, 8–12
problems with, 204, 205

responsibilities, 3, 8–12, 218–220
skills and interests, 6
stability and secur ity considerations, 56
staff versus volunteers, 221, 222
strengths and weaknesses, 8
supervising, 214–220
supervision, 203–205, 214–220
teens and college students, 45, 46
time constraints, 204, 205
training, 6, 8, 43, 45, 191, 192, 209. See

also Training
vir tual, 211–214
website design and maintenance, 97–99
work schedules, 227

W
Webmaster, selecting, 97–99
Websites

accessibility, 101, 102
addresses (URLs), 99, 100
advertising staff positions, 158
Chronicle of Philanthropy Careers, 158
Dell Computer, 66
discounts for nonprofits, 70
free browsers, 87
grants, 35
GrantStation PRO, 90
hosting services, 103–105, 253, 254
links, use of , 99
management theory and practice, 223
McAfee, 122
Microsoft, 122
Monster.com, 159
Mozilla, 87
Nonprofit Organizational Assessment 

Tool, 6
Nonprofit Times Jobs, 158
nonprofit website, design and maintenance

of , 97–105, 253, 254
Norton Anti-Virus, 122
Npower, 6
online technical support, 123
Opera, 87
protection, 253, 254
resources for board members, 24
reviews of computers, 67
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technical support, 121–123
technology resources for nonprofits, 38
TechSoup, 5, 6, 121, 122
volunteers, information on, 46, 210

Wi-Fi, 60, 61
Wide area network (WAN), 211
Window Eyes, 112
Windows

basic training, 25, 57, 185–187
and Internet Explorer, 87
and Macintosh computers, networking,

61–63
and other operating systems, 36, 37
training, 46, 47
updates, 48
XP, 37, 61

Wired Equivalent Pr ivacy (WEP), 61

Wireless LAN, 39, 40, 60, 61
Word processing

Microsoft Word, 43
office suites, 93, 95
WordPerfect, 43, 96

WordPerfect, 43, 96
WordPerfect Office, 95
Work habits, 196, 197, 222, 223, 227

Y
Yahoo! calendar, use of , 88, 89

Z
ZoomText, 112
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