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Introduction
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This document is intended to help small to medium sized organisations find their way through choosing a database.

The process is not a simple one. Hence the size of this document.

However, as the results will probably transform your organisation and the way it does its work; and you’ll probably stick to the system you choose for years; and most staff will come to rely upon the system; its well worth putting the effort in!


Chapter 1 - Databases - overview and issues

This covers some of the issues involved including check lists such as what costs you need to consider.
Chapter 2 - What do you need it to do?

This looks at what you might want a database to do. 

Chapter 3 - Comparing different types of database
Looks at the differences between Tailor-made and Off-the-shelf systems as well as server based and web based.

Chapter 4 - The Process
This takes you through the process of choosing which database, right through to implementation and going live.

Chapter 5 - Definitions
Covers some jargon and definitions used within this document and in the world of databases

Chapter 6 – Resources
Web based resources and articles

Chapter 7 – Off-the-shelf Database Products
A list of some of the database products on the market
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Chapter 1 - Databases - overview and issues
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Why collect information?

To report on your project/organisation, to help you evaluate and to answer questions such as:

· how well are we doing?

· are we doing the right things?

· what difference are we making?

What are the benefits of having a database?

· [image: image3.png]


Huge amounts of information can be stored and accessed quickly

· A well-designed database allows rapid cross-referencing

· Data all (or mostly) in one place

· Ability to see a snapshot of an organisation or individual (e.g. contact details, what events they’ve attended, what work has been done with them, etc)

· Ability to find information fast (e.g. in response to a phone query)

· Ability for easy reporting

· Ability to see gaps in work and to plan forward

· [image: image4.wmf]Improved communication with clients and/or public

· Looking professional

· Improved efficiency and effectiveness 

· Supporting signposting

· Opportunity/tool for shared communication between staff – especially in larger organisations (i.e. able to see what work has been done with a contact by other staff, able to see what work has been done over a parish etc)

What are the disadvantages of having a database?

· [image: image5.wmf]Data can quickly become outdated and unreliable if it is not properly maintained

· Keeping data up-to-date can be a time-consuming process – however it can also be useful communication to have with your clients and peers.

· Different users may duplicate, delete or input incorrect information

· The Learning Curve - staff have to spend time learning the new system. And sometimes it can initially seem that the database has made things worse, not better.

· It can be expensive in the short term.

· It is vulnerable to technological failures and lack of any or sufficient technical support.

· Anyone who wants immediate information must have a computer.

What can get in the way?

· Issues around change and technology (especially new technology)

· Staff fear – will this affect my job?, will I get training?, more work?, will I get asked what I really need?

· IT leaders & decision makers

· Fear/concern of IT

· Level of IT knowledge and experience required

· Short term vs long term priorities

· Lack of awareness of what it can do

· Its not sexy, not obvious and can be hard to grasp and explain

· Staff who can see benefits can find it hard to explain/enrol others in it (sometimes the administrator can see how it could really help their work but can’t convince senior management of the importance, and sometimes senior management can see advantages to the organisation but are faced with resistant staff)

· High costs

[image: image6.wmf]Why it can fail
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Costs to consider
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· Cost of database system

· Extra software required (if extra to database system)

· Extra hardware required (extra/upgraded Servers, PCs, broadband links etc)

· Training

· Data transfer

· Data protection issues

· Maintenance of equipment and/or database system

· Upgrades of equipment and/or database system

· Backups

Staff resources to consider

· [image: image9.wmf]Training time

· System administration (e.g. backups, fault logging, adding new users, answering questions) – ongoing and really needs to be written into job description.

· Data entry (initial and ongoing)

· Data integrity (e.g. de-duplication and bad data issues)

· Data integrity (e.g. regular data validation – you’ll probably need to ask your contacts once a year to check/update their data and any changes need to be entered)

· Troubleshooting problems due to system

Chapter 2 - What do you need it to do?

Types of database

Contact management' packages:

This is the broadest term for packages that allow you to keep and find information on people and/or organisations (including names, addresses and phone numbers) and track activities and tasks connected to them.

Fundraising/donor packages:

manage your supporters details and donations, produce reports, prepare acknowledgement letters and analyse your database. Other functions may include gift-aid management, database segmentation for marketing and mailshots, relationship fundraising benefits, electronic banking interface.

Grants Management software:

will help grant makers with their grants administration. Functions may thus include: recording of applications, grant decision information and processing, payment scheduling, cheque printing, reporting and so on.

Volunteering packages:

designed to manage volunteers, opportunities, requests and placing

Membership packages:

designed to keep track of your members and handle renewal fees etc.

Client/Case management software:

for organisations, agencies, advice centres and helplines who want to record information, actions and outcomes, case details, performance monitoring et al on their clients.

Collections packages:

designed for museums and other organisations who need to manage and keep records of their collections. Features may include the recording of text, images, thesaurus for data entry/retrieval, web interface, kiosk capabilities and report writers.

Sales processing software:

oriented towards general business and marketing requirements. They are not specifically written for charities (in the way that fundraising software is) but their functionality means that they are well geared to some charity requirements. In the main, the sort of functions covered include a selection of: mail order management, sales order processing, stock control, accounts, contact management, list handling, mailsort, purchase order processing, shop sales, credit card processing.

above definitions courtesy of the IT for Charities web site

Possible features and processes

Contacts management

Event management (e.g. conferences, drop-in sessions, ongoing training courses etc)

Client/Case management

Service provision (e.g. drop in, training etc) 

Membership management

Other resource management (e.g. booking and invoicing equipment/room hire etc)

Volunteer opportunities, management and placing

Grants management

Mail outs (newsletters, forums etc as well as targeted mailings)

Tracking activities/interactions/contacts (e.g. meetings, emails etc)

Outputs and Outcomes

Timesheet

Shared Calendar/Diary

Reporting – lists etc

Reporting – statistics (for management, funders etc)

Data validation forms

[image: image10.wmf]Sales (stock control, invoicing)

Invoicing

Payroll

Questionnaire analysis

Producing directories

Different levels of access 

Different sets of data 1
Selected data can be kept confidential 1

Remote access 1
Sharing data between ‘regions’ 1
Shared Diary

Link to actual documents (emails, documents, scanned letters etc)

Export easily to Excel etc

Exporting to our web site

Export for new database

Project management

Ability to store multi details

· Workers per organisation

· Phone numbers

· Addresses

Email mailings

Mobile phone/text mailings

Ability to send mailings to different workers/departments 

and more

Some common ‘hidden’ issues

With all of these issues make sure that you specify your needs as clearly, accurately and in as much detail as possible. Avoid being tempted by a “well that would be nice” attitude and focus on what you really need to do your work.

· Remote access: access data away from office / distributed offices / home workers etc. How many will be working away from the main office and what access will they need to the data?

· Shared data: combine data across and/or share between networks/regions.

· Record outputs/outcomes: how does the system record and report on outcomes in particular

· Publishing data: do you, or will you, want to be publishing data from the system on the Web?

· Sharing data with other systems (e.g. accounts data). How can you export/import between them.

· Security issues

· Different levels of access (different users can do different actions and/or access different features e.g. John has view only access, while Sara can add and edit records, and Jane can add, edit and delete records)

· Different sets of data (different users can access different sets of data e.g. John can only access records related to project X, while Sara can only access those related to project X or project Y, and Jane can access ALL records)

· Selected data can be kept confidential (e.g. organisation K has asked for its phone numbers to remain confidential and not to be published)

Data Relationships to consider

[image: image11.wmf]All of these structures exist in the voluntary sector.

You need to decide which of them are relevant and crucial to your organisation’s work – i.e. how do you need to record and group information (e.g. phone numbers, addresses, work done, outcomes, events attended etc).

And as with previous section, make sure that you specify your needs as clearly, accurately and in as much detail as possible.

· Organisation and individual relationships (e.g. workers, volunteers etc)

· Organisation and organisation relationships (e.g. umbrella organisations, networks, etc)

· Organisation and “sub” organisation (e.g. departments of large and statutory sector organisations)

· Individual and individual relationships (e.g. different members of families, social worker, etc)

· Projects – does your organisation work on different projects and, if so, will you be able to report on them separately. Also, should each project hold their own separate database (risking duplication and out-of-date data etc but providing confidentiality within the project), or is there a way of identifying which project each organisation and/or individual is related to and limiting access to them from different users (so keeping the confidentiality), or does it all go into one pot that everyone can see?

· Sending different regular mailings to different workers/addresses/emails within the same organisation (e.g. for organisation X, a newsletter gets posted to Brian at work,  while the financial update gets emailed to Sue at home).

Chapter 3 - Comparing different types of database 

[image: image12.png]:’é/

—



Tailor made solutions

Made just for your organisation. Also referred to as "one-off", "custom-built", "custom made", etc. and “DIY” or “build your own”.

(As opposed to “Off-the-shelf” products that have already been designed and made for a mass market.)

They will be based on packages such as Outlook, Excel, Access, Filemaker etc.

Some common Tailor made solutions

	Based on
	Designed by
	Notes

	Outlook
	Staff
	You’ve already got this!

	Word/Excel
	Staff
	

	Access or Filemaker ‘flat file’
	Staff/Volunteer
	

	Access or Filemaker
	Staff/Volunteer
	Will take weeks/months of time

	Access or Filemaker
	Consultant
	£500 to £3K (and can be as much as £3K to £30K!)

	Other system
	Consultant
	£10K to £100K

	Web based
	Consultant
	???


Can be designed in-house, by a member of staff or volunteer, or by an external consultant.

Designed In-house

	Advantages
	Disadvantages
	Watch out for

	If you just want a very basic system it can be cheap

Customised to your organisation’s exact needs and easy to make changes (assuming staff member is capable)

It can grow with your organisation

Can be a useful first stage in learning about databases, data, information and technology.
	Database design has a steep learning curve

If the system is (or turns out to be) other than basic, will be costly in staff time and may not be possible

High staff involvement in all stages

Can create dependency on one staff member who may not be around in the future

Documentation may be limited or absent
	Remote access can be an issue

Avoid using any sort of  “volunteer” for anything other than a basic system – they won’t be around when you need them and their priorities may change


Designed by Consultant

	Advantages
	Disadvantages
	Watch out for

	If you want a very basic system can be cheap

Customised to your organisation’s exact needs

Easy to make changes (assumes designer has the expertise and can be expensive)

It can grow with your organisation
	If the system is (or turns out to be) other than basic, can be very costly in time and money (£1,000s).

High staff involvement in all stages

Difficulties associated with managing consultants

Can create dependency on single consultant who may not be around in the future

Documentation may be limited, absent or costly
	Spend a lot of time making sure you really know what you want the system to do – it can be very costly to change an underlying structure at a later stage

Remote access can be an issue

Check references and previous systems!


Off-the-shelf solutions

Refers to products that have already been designed and made by a company and are sold en masse.
Off-the-shelf systems can be either web-based or server-based.

Web-based solutions

Also referred to as ‘On-line’ systems or ‘Hosted’ systems or ASPs (Application Service Providers).

A database held on another organisation’s machines. You log on via a web site. So you can easily access the database from anywhere in the world – although a fast connection (e.g. broadband) may be necessary. These tend to be cheaper than their local counterparts. You may pay on a “per-use” or monthly/annual basis.

	Advantages
	Disadvantages
	Watch out for

	You can be up and running fast

Initial cost of system is clear

Cost of development for the supplier spread over many clients – so may have more features than you could afford to design with a tailor-made system 

Upgrades available regularly and cheap or free.

Can access from any platform (e.g. PCs, any version of Windows, Macs etc)

Documentation and help usually free
	Must have fast internet access for all relevant staff

Designed to be “all things to all people”, so may not match all of your needs

Some customisation will probably be involved to adapt it for your own use (can require a high degree of IT literacy and experience of database issues)

Hard/impossible to have changes made specifically for your needs

Upgrades are at the discretion of the provider
	Level and cost of training offered

Level and cost of support offered

Cost of upgrades

Ease of customisation

Level of security in terms of confidentiality of data as well as reliability and speed of access


Local based solutions

Also referred to as Server based system.

A database that you load onto your own PCs and/or network/server. Usually only available from PCs linked to your own network (so office based). Your data is kept on your machines.

	Advantages
	Disadvantages
	Watch out for

	You can be up and running fast

Initial cost of system is clear

Cost of development for the supplier spread over many clients – so may have more features than you could afford to design with a tailor-made system 

Upgrades available regularly and cheap or free.

Documentation and help usually free
	Designed to be “all things to all people”, so may not match all of your needs 

Some customisation will probably be involved to adapt it for your own use (can require a high degree of IT literacy and experience of database issues)

Hard/impossible to have changes made specifically for your needs

Upgrades are at the discretion of the provider
	Level and cost of training offered

Level and cost of support offered

Cost of upgrades

Ease of customisation


[image: image13.wmf]Chapter 4 - The Process

Throughout this section we have often referred to the “Project” rather than the “Database”. This is deliberate. The database is simply a tool you will be using. The project encompasses the process, implementation, changes, the new environment, people involved etc.

Stage 1 – who will be involved?

Unless you love making life hard for yourself and doing it all on your own, make sure you take note of this stage … in fact even if you do love the above, still take note of this stage!

· Who is the project sponsor? – who will be paying and/or deciding whether to pay for this?

· Who is the project champion(s)? – who is really behind the project as well as a good communicator (closely linked to who will benefit from it)?

· Who is the project manager? – who has day-to-day accountability?

· Who else is on the “team”? – don’t take it all on yourself – create a team for part or all of the process.

· Who else may be affected by the project? – draw up a clear list of names, why and how they will/may be affected, what benefits there may be for them, what issues they may have.

· Make sure that you have covered both the bottom-up and top-down aspects:
[thanks to 3rdbase Ltd - developers of Volbase for this]

· Bottom-up: by creating a small empowered focussed team of staff with different roles to be involved in the project (aspects of the project are mentioned in their job objectives). Also make one person from the team overall responsible for the project and a central contact for your supplier (it's in their objectives). This person does not have to be technical - better that they know the business!

· Top-down: senior management visibly and actively support and sponsor the project at all times.
Stage 2 - what are you already doing?

This step is crucial! We cannot stress this sufficiently!

· Be clear about your organisation’s aims and objectives
· Work out what you really do (see box)

· Get clarity about what you are trying to achieve short term and long term


Stage 3 – what do you want the database to do?

Aspects of this will change as you gather more information throughout this process. So be prepared to come back to this stage.

· What do you want the system to do?
(see Chapter 2 - What do you need it to do? and in particular Some common ‘hidden’ issues and Data Relationships to consider on pages 10 and 11)

· What information is needed for us to do our work?

· What information do we need to provide others (funders, public etc)?

· What information, if we had it, would increase our productivity/efficiency?

· What information, if we had it, would increase our morale?

· Develop a vision of what the project could offer the organisation, its workers and clients/constituents.

· Create a case for the project and get clear yourself whether its worth it:

· Look at what an efficient database could save you in terms of time and money

· Look at what new areas an efficient database might open up for you

· Work out what statistics would and will be useful and be clear about how you’d collect the information for this and the cost of doing so in money, resources and time

· Identify potential risks and liabilities.

· Create a plan with timescales, areas of responsibility etc. This will get filled in as you move through this process.

· Make sure that the project is sustainable.

· Make sure that all key parties agree on the project definition and goals.

· Communicate with everyone who may be impacted by the project to ensure that expectations are realistic and fears are heard: e.g. timescales, costs, time, training, job changes etc

· Set out an initial draft budget (it will give you something to measure against later) (see Costs to consider and Staff resources to consider – page 7)

Stage 4 – gather information from others

This stage should be easy and may be very productive.

Warning: you may have to talk to people you’ve never talked to before! This is called “networking”, and we’re supposed to be good at it in the voluntary sector!

· Ask other organisations doing similar work, to show you what they use, the advantages and disadvantages. What would they recommend and what would they not? What lessons did they learn?

· Ask your parent/umbrella/national organisation for advice.

· Go back and review and update (where necessary) stages 1 to 3.

Stage 5 - look at solutions – part I

· Look around for possible solutions and gather initial information

· Choose whether to get an off-the-shelf system (Local or Web-based) or a tailor-made system

· You may want to review your budget (see Costs to consider and Staff resources to consider

)

Stage 6 - look at solutions –Tailor-made

If you choose to go down the tailor-made route:

· Work out what you really do (again) and in much more detail
(see Chapter 6 – Resources – Planning)
· Be prepared for a duration of many months (probably a year or more) between starting and having a working database that staff are comfortable with.

· Draw up a system specification:

· Tie this in closely with what you do and what will make a difference

· Involve all relevant staff in this process and make sure you set appropriate expectations

· Look at what reports you want out of the database: e.g. management reports to keep track of the progress of the organisation; reports for staff to keep track of how they are doing; lists for staff; lists for sending out for enquiries etc 

· Look at how you might want to limit each report: e.g. over a fixed period of time; for only certain areas, certain types of organisations etc 

· Go back and review and update (where necessary) stages 1 to 3.

· Look for consultants (use recommendations, references, tender) (see Chapter 6 – Resources)

· Choose a consultant

· Go back and review and update (where necessary) stages 1 to 3.

Stage 6 - look at solutions - Off-the-shelf

If you choose to go down the off-the-shelf route:

· Draw up a short list, while considering the following points:

· Is it Server or Web based?

· Is it designed for the Commercial or Voluntary sector?

· Does it handle our core needs and structures?

· How user-friendly/intuitive is it? (can be hard to judge on first glimpse – see box)

· How much customisation will be required? And do we have the expertise to do it?

· What is the support like?

· Ask for references that do as similar work as you do that you can talk to – ask them what they do; how the system helps them; where it’s gaps are

· Test out evaluation copies (perhaps more than one person)

· Cost out the systems – include support, data transfer, training, upgrades etc (see Costs to consider and Staff resources to consider)

· Choose the best

· Go back and review and update (where necessary) stages 1 to 3.

· From the best: Test out evaluation copies with more than one person

Stage 7 - Implementation: BEFORE you start using the system

· Categorisation: Take plenty of time to decide on how you will categorise and otherwise organise your data.

· Decide and agree on any customisable drop down/selectable lists

· How will you deal with unusual situations, processes and/or structures? For example:

· How will you deal with organisations with multi departments?

· How will you deal with sending two different regular mailings to two different workers/addresses/emails within the same organisation (e.g. for organisation X, a newsletter gets posted to Brian at work,  while the financial update gets emailed to Sue at home).

· Backups: Set up a detailed regular backup procedure that includes who is responsible, frequency,  longer term backups (e.g. having a few backups that stretch back between 6 months to a year), off-site copies and testing of recovery procedures.



Stage 8 – Planning Installation

· Allocate staff time: Make sure you allocate sufficient staff time for all the processes that follow, as well as ongoing tasks associated with the new system (see Staff resources to consider on page 7)

· Prioritise: Consider tackling main requirements first and leave out some less urgent requirements for later. An incremental approach allows you to adapt to new or different processes more easily especially when you have limited staff resources. Your ideas on how to implement new processes will change and improve when you are using the new system too.
· Timing: Consider any large jobs coming up (e.g. its not a good idea to install the new database a week before the main membership mailing goes out).

· Parallel run?: Consider running your old system in parallel with the new database for a fixed period. This may negate the previous point if it provides you with a fall back position.

· Limited users?: Consider running the system for a few days/weeks with limited users to iron out any obvious bugs, data discrepancies etc. Then these users can support other users. This has to be balanced against timing and cost of training sessions.

Stage 9 - Training

· Train your users properly. A lot rests on this! Not only will they be more able to use the database effectively, but they may also feel more valued and involved in the process.

· Ask for the training to be done on a copy of your data, so that users feel free to try things out and make mistakes without having to worry about mucking it up. This will maximise confidence.

· Make sure that ALL distractions are avoided (i.e. no incoming phone calls at all and staff are clear they are expected NOT to pop back to work in the breaks or lunchtime and NOT to make phone calls or check emails)

· Consider whether to roll the database out to all users at once or train a few and perhaps iron out teething problems before bringing all the users on board.

· Use the training:

· To answer fears

· To set expectations – the new system will probably take people longer to use while they get familiar with it

· To clearly identify benefits to people

Stage 10 - Data transfer

· This is an opportunity for you to “clean” your data

· Make a conscious choice as to whether to convert/transfer existing data or to start with a clean slate. The latter will ensure clean and up-to-date data but will mean it could be a while until you can use the database for effective mail outs and may mean that staff don’t use it as much.

· If you choose data transfer, it will almost certainly be the supplier that does this. Make sure that they quote a fixed price for this – they’ll probably need to see your data first. They may be able to “clean” your data to some extent too.

Stage 11 – Go live!

· And having budgeted for ongoing support and maintenance, use those services from your supplier.

Stage 12 - Review the system

· Set at least one date to review the system – and put it in your diary.

Chapter 5 - Definitions

	Term
	Definition

	ASP
	Application Service Provider - See Web based systems

	Constituent
	refers to ALL people with some relationship to the organisation - donors, funders, volunteers, clients and all other people who help an organisation to achieve its mission or are benefactors of the mission.

	CRM
	Customer or Constituent Relationship Management systems

	Database
	A collection of information organised in such a way that a computer program can quickly select desired pieces of data - essentially an electronic filing system. [courtesy of ICT Hub]

	Drop down lists
	Lists that users can select from e.g. categories, towns, where did you first hear of us etc

	Fields
	Fields (and Records) are parts of the structure of the data held in a database.

If you’re familiar with Excel then (usually) the rows are the records and the columns are the fields.

Examples of common fields are ‘First Name’ or ‘Postcode’.

	Flat file database
	See Relational database

	Hosted systems or applications
	See Web based systems

	Intranet
	An internal use, private network inside an organisation that uses the same kind of software which would also be found on the Internet.

	Local based system
	Also referred to as Server based system.

A database that you load onto your own PCs and/or network/server. Usually only available from PCs linked to your own network (so office based). Your data is kept on your machines.

See also Web based systems and Chapter 3 - Comparing different types of database

	Off-the-shelf systems
	Refers to products that have already been designed and made, compared to "made to measure" ("one-off", "custom-built", "custom made", etc.) which refers to products that have to be made to a special order.
Cheaper. All things to all people, hence will only be suitable in part - some degree of customisation will almost certainly be involved in adapting the software or service for a particular community/organisational use

Some systems will be more ‘customisable’ than others – although be aware that generally customising a system does require a higher degree of IT literacy and an experience of database issues.

See also Tailor-made systems and Chapter 3 - Comparing different types of database

	On-line systems
	See Web based systems

	Outcomes
	See also Outputs. Outcomes are the things that an agency achieves, as a result of pursuing its aims – the changes, benefits, learning or other effects that occur as a result of activities.

For example: Client outcomes may be improved confidence, better health. Advice outcomes may be client attendance allowance received, recognition as a refugee.

	Outputs
	See also Outcomes. Outputs are the services, activities and products of an organisation.

For example, advice sessions, leaflets, casework etc.

	Records
	Records (along with Fields) are parts of the structure of the data held in a database.

If you’re familiar with Excel then (usually) the rows are the records and the columns are the fields.

A record is all the information on one item (e.g. a client, a patient, an event etc).

	Relational database
	See Flat file example and Relational database example below.

A flat file database is one in which all its Fields are defined (and hence all its Records stored) in just one Table. See Flat file example below.

This can lead to duplication of data in many cases (an organisation may get entered twice to cater for more workers).

You are always limited to a certain number of fields (so in the example, limited to just 3 categories per organisation (or however many the original designer has created).

It can be hard to search all “repeated” fields at the same time (i.e. category or address in the example – e.g. you might have to search address main as well as address other)

A Relational database is one which is made up of one or more Tables (“related” to each other in some way). So in the example, each Worker record is “related” to an organisation.

	Remote access
	Being able to access data away from office / distributed offices / home workers etc.

	Server based system
	See Local based system

	Table
	A set of data organised in rows and columns (or Records and Fields) similar to a spreadsheet.

It is the structure that contains the actual data of a database.

	Tailor-made systems
	Refers to products that have to be made to a special order compared to “Off-the-shelf” products that have already been designed and made for a mass market.

Also "made to measure" ("one-off", "custom-built", "custom made", etc.) which.

Made just for your organisation. Can ask for specific changes over time, knowing that, if you can afford it, it can probably be done (assuming expertise of the designing consultant/company).

Usually expensive (let's say from £2,000 to £20,000 (and upwards!) - although it’s like trying to say how much a house would cost to build!).

Also costs in time - hours you'll need to spend with the designer and duration of project (from 6 months to two years (and upwards!))

See also Off-the-shelf systems and Chapter 3 - Comparing different types of database

	Web based systems
	Also referred to as ‘On-line’ systems or ‘Hosted’ systems or ASPs

A database held on another organisation’s machines. You log on via a web site. So you can easily access the database from anywhere in the world – although a fast connection (e.g. broadband) may be necessary. These tend to be cheaper than their local counterparts.

See also Local based system and Chapter 3 - Comparing different types of database


Flat file example

Relational database example


Chapter 6 – Resources

	 
	Description
	Resource location

	General

	 
	Lots of articles – includes (but not just) databases
	http://www.coyotecom.com/tech/index.html

	 
	Lots of articles – particularly planning
	http://www.techsoup.org/learningcenter/databases/index.cfm

	
	Refers to articles broken down by the different stages of deciding on a database solution
	http://metrix.fcny.org/wiki/display/docs/Introduction+to+Databases

	General issues to consider

	 
	Reporting data, data sharing, ownership and security, data categorising, the ‘real’ issue,
	http://www.icthub.org.uk/articles/Databases.html

	 
	Original version of the above article
	http://www.preponderate.co.uk/databasedilemmas.htm

	Planning a database

	 
	Excellent and comprehensive document on planning for a database
	http://www.techsoup.org/binaries/Files/DatabasePlanningWorkbook.pdf

	Choosing and introducing a database - TRAINING COURSES

	 
	Courses run in London by the Women’s Resource Centre
	http://www.wrc.org.uk

	Choosing and introducing a database

	 
	Excellent article about managing change in the context of projects with relevance to databases
	http://www.icthub.org.uk/articles/Making_Change_Happen.html

	 
	Ten Common Mistakes in Selecting Donor Databases (and how to avoid them) – also relevant to non Donor database
	http://www.idealware.org/articles/ten_common_mistakes_in_selecting_donor_databases.php

	 
	The planning process – an overview of what you need to consider, costs etc
	http://www.icthubknowledgebase.org.uk/planningyourdatabase

	 
	An overview of the three main types of database used within the voluntary sector: Contact, Membership and Fundraising
	http://www.icthubknowledgebase.org.uk/buyingadatabase

	 
	Particularly good section about identifying your needs
	http://foundation.verizon.com/resourcecenter/tsoup_11.shtml

	 
	Set of articles: intro to databases; info management; should non-profits buy or build a database; planning
	http://foundation.verizon.com/resourcecenter/tech_database.shtml

	 
	Comparing solutions
	http://www.ephilanthropy.org/site/News2?news_iv_ctrl=-1&page=NewsArticle&id=5479

	 
	Fundraising databases fact sheet
	http://www.charitytimes.com/pages/ct_factsheets/Fundraising%20Databases%20Factsheet.pdf

	Comparing relational databases (more technical) 

	 
	More technical. Choosing the Right Database (Relational) Microsoft Access, SQL Server, MySQL, PostGreSQL
	http://www.paragoncorporation.com/ITConsumerGuide.aspx?ArticleID=1

	Tailor made or off-the-shelf?

	 
	Lasa's Information Systems Team and database developer Margot Lunnon look at the options
	http://www.icthubknowledgebase.org.uk/setupadatabase

	 
	Should Nonprofit Agencies Build or Buy a Database?
	http://www.techsoup.org/learningcenter/databases/page5028.cfm

	Outcomes

	 
	Charities Evaluation Services - “What are outcomes?” – simple definition and examples
	http://www.ces-vol.org.uk/index.cfm

	Public access to database

	 
	Looking at benefits of having a publicly accessible online community database (i.e. available to public as well as your staff)
	http://www.icthubknowledgebase.org.uk/communitiesfromdatabases

	Database Reviews

	 
	Databases for Membership Organizations. Eight non profit technology professionals recommend membership databases
	http://www.techsoup.org/learningcenter/databases/page4795.cfm

	 
	Low Cost Constituent Databases
	http://www.idealware.org/articles/fgt_low_cost_dbs.php

	Donor Databases

	 
	Comparison of selected Fundraising databases by a fundraising database
	http://www.ebase.org/about/featurecomp.lasso

	 
	Lists Inexpensive Donor Databases – US based but not exclusively
	http://www.techsoup.org/learningcenter/databases/page4798.cfm

	Working with and choosing database consultants

	 
	This provides some general guidance on key issues to consider when choosing a developer.
	http://www.icthubknowledgebase.org.uk/choosingdatabasedeveloper

	 
	What a Database Consultant needs from their client
	http://www.lasa.org.uk/cgi-bin/publisher/display.cgi?1438-8102-51359+computanews

	 
	Buying and Commissioning ICT
	http://www.icthub.org.uk/articles/Buying_and_Commissioning_ICT.html

	 
	Selecting a Database Consultant
	http://www.techsoup.org/learningcenter/databases/page5126.cfm

	 
	Some specific questions to ask the consultant when interviewing them about building a database from scratch, buying an "off-the-shelf" program or setting up your database through an ASP.
	 

	 
	Choosing the Right Consultant
	http://www.techsoup.org/learningcenter/consultants/page5159.cfm

	 
	Writing a Contract
	http://www.techsoup.org/learningcenter/consultants/page4802.cfm

	 
	Independent UK software developers (individuals and small companies) who specialise in, and/or have wide experience of working with the non-profit sector.
	http://www.itforcharities.co.uk/inddev.htm

	 
	Introducing Volunteer IT Professionals to Charities Needing IT Help
	http://www.it4communities.org.uk/it4c/index.jsp

	 
	TechFinder is an online directory of suppliers of ICT goods and services to the non-profit, voluntary and community sectors. The directory lists suppliers and where they are located.
	http://www.techsoup.org/techfinder/index.cfm?p=browse

	 
	Make sure you select UK
	 


Chapter 7 – Off-the-shelf Database Products

This list has recently been compiled and is not complete – see previous chapter for other lists of products

( = yes
( = no

blank = unknown

	Database
	Designed for Vol sector
	Web based
	Open Source
	Costs
	Web site
	Notes

	ACT!
	(
	
	(
	
	www.act.com
	

	Advantage Fundraiser
	
	
	
	£600+VAT single user license
	www.redbourn.co.uk
	

	AIMS
	(
	
	
	From £290 (+£90 annual support)
	www.lasa.org.uk/aims/index.shtml
	Advice & Information Management System is a client contact database designed to meet the needs of advice and information providers

	Associa
	(
	
	
	
	www.associa.co.uk
	

	BackPack
	
	
	(
	
	
	

	Care CRM
	
	
	
	
	www.computersoftware.com
	

	CiviCRM
	(
	(
	(
	
	http://civicrm.org
	you’ll need a skilled technology professional to get you up and running

	CivicSpace
	(
	(
	(
	
	
	an advocacy and collaboration tool

	contactLINK
	(
	(
	(
	From £400 (+£75 annual support)
	www.ITsorted.org.uk
	

	Decisions Express
	
	
	
	
	www.decisions.co.uk
	

	Democracy in Action
	
	(
	(
	$25/month for up to 3000 constituents and $35/month for up to 25,000 (setup $100- $200)
	
	

	Donor Strategy
	(
	(
	
	
	www.charitysoft.co.uk
	contact, alumni and donor management (gift aid etc)

	Ebase
	
	(
	(
	
	www.ebase.org
	Can work on Macs

	ETapestry
	
	(
	(
	Free for up to 500 constituents and $35/month for up to 1000 (up rapidly after that)
	www.etapestry.com
	

	eTarget
	
	
	
	
	www.centrepoint.uk.com
	

	evol
	(
	
	
	
	www.senior.co.uk
	Selected by Wales CVA

	FirstPoint
	(
	(
	(
	
	www.computercraft.co.uk
	

	GiftWorks
	
	(
	(
	$300
	www.missionresearch.com
	

	iMIS
	
	
	
	
	www.advsol.com
	

	IMPak
	
	
	(
	
	www.issimpak.com
	

	Joyent Connector
	
	
	(
	
	
	

	KISS
	(
	
	(
	£120 for 1

£60 for extra PCs
	www.kissoftwaresolutions.com
	

	Lamplight
	(
	(
	(
	£10/month £120/year
	www.lamplightdb.co.uk
	

	Metrix
	
	(
	(
	
	metrix.fcny.org
	

	Osprey
	
	
	(
	
	www.activecomputer.com
	

	Outlook
	(
	
	(
	
	
	

	Progress
	
	
	
	£15K or more + £130 per month support
	www.fiskbrett.co.uk
	

	Raiser’s Edge
	(
	
	(
	Plan on at least $10K to start and thousands per year in support.
	www.blackbaud.com
	Widely used and can integrate with a good financial module.

	REDABOUT
	(
	(
	(
	£50/month or £550 year
	http://redabout.com/
	

	Salesforce
	(
	(
	(
	Free for up to 10 users for non profits
	www.salesforce.com
	Needs configuring for vol sector

	SugarCRM
	
	(
	(
	
	
	Aimed more at sales

	thankQ
	(
	(
	(
	
	www.esit-admit.co.uk
	Selected by NACVS and Cumbria and others

	Uniservity
	(
	(
	(
	
	www.uniservity.com
	Selected by Barnet VSC, VA Oldham, Advice UK and others

	V-Base
	(
	
	(
	
	www.do-it.org.uk/needvolunteers/vbase/introduction
	Volunteering management

	Volbase
	(
	See notes
	(
	
	www.volbase.co.uk
	Web-enabled with remote capabilities, configurable without programming, contact management, membership management, casework with output and outcome monitoring and sophisticated record categorising using self-customised profile questionnaires.
In use in many CVSs

	Wild Apricot
	
	
	(
	
	
	

	WinShark
	(
	(
	(
	£100 + VAT per user
	www.winshark.com
	


AVOID …


Using a friend or member of the management committee or volunteer who says they can 'knock something up'. You need more than something 'knocked up' and you need reliable, ongoing support. 


Any 'professional' who isn't professional in their approach. 


Designers or companies that cannot show a real track record with references 





First Steps


Forget the technology… what are you DOING??? – a database is about information management and processes so worry about the people and their needs first�
��
�
What your organisation does…, how it does it…, why it does it - is this clear?


What difference will the project make? – be explicit


Who will it benefit? – be explicit and find out why person A, B and C should get involved. What’s in it for them?


Where’s the plan? – plan the work and work the plan!


Now you can think about software…�
�
with thanks and acknowledgements to Simon Davey�Preponderate





“Software is a tool for you to use. It won’t do your job for you”


Uniservity





“Something funny happens once a non-profit decides it needs a database�-- all of a sudden they can't live another day without it.”


Barbara Chang NPower New York - Copyright ©2006 CompuMentor





The following list the primary causes for the failure of complex IT projects:


Poor planning 


Unclear goals and objectives 


Objectives changing during the project 


Unrealistic time or resource estimates 


Lack of executive support and user involvement 


Failure to communicate and act as a team 


Inappropriate skills 


From “Why IT Projects Fail”�First published Nov 05�Al Neimat, Taimour


� HYPERLINK "http://www.projectperfect.com.au/info_it_projects_fail.php" ��http://www.projectperfect.com.au/info_it_projects_fail.php�





In Spring 2005, Preponderate conducted a short survey around the use of databases and information management in the voluntary and community sector. The 270 respondents ranged from top 100 charities (by turnover) to small community groups.





What do you want from a database?�
�
Reporting statistics�
91%�
�
Measuring outcomes �
72%�
�
Different levels of access to information for different staff �
55%�
�
Contacts management�
85%�
�
Tracking activities for contacts�
83%�
�






Monitoring and evaluation


Monitoring and evaluation is the process of gathering data and making judgements based on that data. It enables organisations to assess and report on their progress and value.


This simple checking becomes monitoring when information is collected routinely and systematically against a plan. 


Evaluation involves making judgements about the meaning and value of the monitoring data in order to enable organisations e.g. to be accountable or gain support.


With thanks and acknowledgements to Simon Davey�Preponderate





“Knowledge is power. If you have high quality information about your local voluntary and community sector – its composition, activities, strengths, weaknesses and support/development needs – you will be able to do your job more professionally and to greater effect.”


From: ‘Getting to know your local voluntary�and community sector’ �NAVCA/Audit Commission report 2006





“The main value of a database to an organisation has little to do with ICT and everything to do with strategy, organisational activity and information management. Databases are simple or complex conduits to managing and extracting information and their biggest problems arise when they are poorly specified (poor requirements specification from the user), badly implemented and fail to take a holistic organisational view, never mind the issue about filling them with unverified data. A database will never be a panacea and can only work within the framework imposed by its users, designers and the external environment of the data.


We have seen too little evidence of databases and information management applied as a critical part of an organisational business plan (we would be very happy to be proved wrong on this!) yet without this, the true value of a database is limited and they will continue to cause problems, reduce morale and make reporting and data sharing more difficult than it needs to be.”


“Optimal and effective data and information management has the potential to revolutionise a charity's performance but more time and effort needs to be invested in business analysis, specifying systems and understanding the operations and needs of particular departments and fitting this with the business plan and the ICT strategy. The implementation of a database and information management procedures is too often rushed or done at minimal cost and the present and future pains are there for all to see.”


Dr Simon N Davey�Managing Associate�Preponderate.network�June 2005





“The use (or lack of use) of coherent data category structures within the voluntary sector is a problem. If you can't structure data you want to share and can't segment it rationally,�how are you, or anyone else, going to make sense of it.


Some large organisations are still using categories of ethnicity�which only include a few simple criteria�e.g. White, Black, Asian, Chinese, Other�(typically for historical reasons and because it still works for them).


The Commission for Racial Equality applies sixteen criteria for England and Wales�but only fourteen for Scotland and these are slightly different from the England and Wales criteria.


Confused? You should be!“


Data (processed into 'information') must be reported to funders and the general public.�The lack of standard data categories across the sector�and the continual changes imposed by funders�means that data input doesn't always enable the data which needs to come out.


Dr Simon N Davey�Managing Associate�Preponderate.network�June 2005








TIP for comparing different systems


Pick a few distinct tasks that you know you’ll have to do with the database and then compare how each system deals with it.


For example, adding an organisation with two workers; selecting a set of records for a mailing based on a certain criteria (make sure you are clear about the criteria). And perhaps some unusual tasks, such as an organisation requests no further mailings but you need to keep them on the database.








Organisation





Organisation Name


Worker


Phone


Fax


Mobile


Address Main


Address Other


Category 1


Category 2


Category 3








Note: Access (and Filemaker) are referred to as database packages.


They are NOT databases in themselves. What they do is allow you to design and build databases.











Activities





Workers





Phone





A





B





X





Categories





Addresses








Organisation





Name








� See � HYPERLINK  \l "_Some_common_‘hidden’_1" ��Some common ‘hidden’ issues� below.


� See � HYPERLINK  \l "_Data_Relationships_to_1" ��Data Relationships to consider� below.
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