
TechTalk 

L I T E R A C Y T E C H N O L O G 

If you want to be a viable 

player in training and devel-

opment, you can't afford to 

ignore technology. Here are 

some tips for raising your 

level of technoliteracy. 

We in t he t r a in ing w o r l d 
spend a lot of time trying 
to iden t i fy a n d m e e t the 

t ra in ing n e e d s of our target audi-
e n c e s . But w h a t a b o u t us? As a 
group, are our training and develop-
ment needs being met? 

In nearly every major review of 
the topic, it is clear that technology 
(both hard and soft) will continue to 
play an increasingly important role in 
t ra in ing a n d d e v e l o p m e n t . If you 
p l a n to b e a v i ab le p l aye r in the 
training and development world you 
cannot afford to ignore technology. 

As n o t e d by Admiral H y m a n 
Rickover (among others), technology 
exists in two forms: 
I hard technologies (such as comput-
ers, p ro jec t ion systems, and high-
bandwidth networks) 
I soft technologies (such as software, 
processes, and procedures). 

Collectively, hard and soft tech-
nologies represent an increasing per-
centage of the tools, processes, and 
procedures we must utilize to suc-
ceed in the t ra ining and d e v e l o p -
ment profession. 
Just use it. How can training and 
development practitioners meet our 
need to be technology literate? By 
starting with the basics. Before you 
can deal with the complex i t i e s of 
global information systems, you have 
to h a v e a bas ic u n d e r s t a n d i n g of 
computer applications. 

One of the best ways to get this 
understanding is to use a computer. I 
suggest that everyone in our profes-
s ion , f r o m e x e c u t i v e s o n d o w n , 
should learn to use a word processor, 
a s p r e a d s h e e t , a data base , a n d a 
presentation package. You can buy 
these packages one at a time, or you 
can buy a software "suite" that con-
tains all of them in one integrated 
package, at a discounted price. 

Why should a busy HR executive 

know how to use a wordprocessor? 
In this context, the major benefit isn't 
in be ing able to type a letter. The 
major benef i t is in k e e p i n g up- to-
date with training paradigms. If you 
have ever used a Wizard (a type of 
embedded tutorial in Microsoft prod-
ucts), for example, to accomplish a 
task, then you understand what I'm 
saying. Once you've used a Wizard, 
it becomes easy to envision how to 
use s imi lar e m b e d d e d t ra in ing in 
your company's training efforts. 

How can you conceive of a tech-
nical solution to a training need, if 
you don't know what technical solu-
tions are available? 

T h e m a r k e t fo r bas i c s o f t w a r e 
applications (such as word process-
ing) is so competitive that technical 
innovations are likely to show up in 
these kinds of products before they 
a p p e a r in m o r e s p e c i a l i z e d p r o -
grams. Basic software programs are 
relatively inexpensive, and they pro-
vide an easy way to monitor devel-
opments. There is a catch: You have 
to use them to see the benefit. 

Obviously, there are much more 
involved ways to keep up with all 
the indus t ry innova t ions , but this 
approach represents a good first step 
toward technology literacy. 
Operating systems. If y o u h a v e n ' t 
logged many hours on a computer , 
you might want to take some time to 
learn about operating systems before 
you run out and buy a suite of appli-
c a t i o n s . I k n o w — l e a r n i n g a b o u t 
operat ing systems sounds so, well, 
technical . But if you s p e n d a little 
time u p front learning how to take 
advantage of your computer 's oper-
ating system, life will be a lot easier 
down the road. 

Currently the operating system that 
d o m i n a t e s the p e r s o n a l - c o m p u t e r 
market in industry is Windows 3-1. In 
one sidebar, I've described a software 
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Windows Fundamentals 
W i n d o w s F u n d a m e n t a l s is a 
primer for Windows 3-1 • Topics 
include installing Windows 3-1. 
us ing key W i n d o w s m e n u s , 
u n d e r s t a n d i n g d i a logue b o x e s 
and messages, organizing appli-
cations and programs, using the 
Program and File Managers, using 
the Clipboard, using "help," and 
more. 

The program features interac-
tive, se l f -paced, easy-to-fol low 
tu to r ia l s and w o r k b o o k exer -
cises, as well as supporting man-
ua l s a n d a t r o u b l e s h o o t i n g 
guide. Your purchase inc ludes 
lifetime technical support via an 
800 number. 

You c a n run W i n d o w s 
Fundamentals on either DOS or 
Windows. For DOS, you'll need 
PC-DOS or MS-DOS 3.1 or 
higher, a high-density 1.2MB or 
1.44MB f l o p p y dr ive , a h a r d -
disk, a color EGA or VGA moni-
tor, and a mouse. 

W i n d o w s is not r equ i red to 
run t he tu tor ia l , bu t you will 
need it to complete the practice 
exerc ises . To run t he p rogram 
o n W i n d o w s , you ' l l n e e d t he 
same configurat ion as required 
for DOS users, above, as well as 
Windows 3.1. 

You can buy Windows Funda-
m e n t a l s for a b o u t $149.95. 
Contact InfoSource, 6959 Univer-
sity Boulevard. Winter Park. FL 
32792; 407/677-0300. 

tutorial. Windows Fundamentals, that 
I've found to be very effective (and 
painless) in bringing p e o p l e up to 
speed in the basics of Windows 3-1. 
The tutorial teaches you how to navi-
gate through Windows 3-1 and lets 
you get hands-on experience tapping 
into its capabilities. 

Understanding your operating sys-
tem will a l l ow you to t ake full 
advantage of the sof tware applica-
tions you later buy and use. I should 
men t ion that n u m e r o u s ope ra t ing 
sys t ems a re on the marke t : DOS, 
Windows. OS/2, System 7. and UNIX 
are just a few of them. You will have 
to find out which o n e your system 
uses be fo re you buy any so f tware 
applications. 

Scaling the tower of technobabble. 
Spending time on a computer will go 
a long way in helping you become 
t e c h n o l o g y l i terate . But you a l so 
need to speak the language, which 
some refer to as technobabble . It's 
true that some of the jargon you hear 
may be nothing more than mumbo-
jumbo. Still, it's important for you to 
be able to follow technical conversa-
tions and articles. 

One should not underestimate the 
power of speaking computerese—it's 
not just for show. Did you know that 
some historians credit the success of 
the Roman army with the fact that 
leaders required a common language 
among their conscripts? How many 
opportunities are lost because we in 
t r a in ing a n d d e v e l o p m e n t d o n ' t 
understand the technical issues dis-
c u s s e d by our ta rge t a u d i e n c e s ? 
Could you adequately respond to the 
training needs of your French sub-
sidiary if neither you nor your staff 
(or consultants) spoke French? 

Given that an unde r s t and ing of 
technical terminology is important, 
how then can one master such a vast 
array of information? 

In many ways , it rea l ly is l ike 
learning a second language. You cer-
tainly can't get there overnight. It is a 
lifelong journey. Like any journey, 
you have to start with the first step. 
In this case, I highly recommend you 
start by l istening—really l istening. 
Talk with people who seem to have 
a good understanding of technology 
relevant to your organizat ion, and 
ask them to explain issues or terms 
that you don't understand. 

It is all too easy (and sometimes 
less a w k w a r d ) to s imply nod and 
smile when someone launches into a 
technical subject . Don ' t . The next 
time someone says something tech-
nical that you don' t understand, try-
responding with something like this: 
"What you just said sounds impor-
tant. Could you explain that to me in 
nontechnical terms?" 

I also suggest that you do your 
homework . Keep a list of terms or 
i s sues you d o n ' t u n d e r s t a n d and 
resolve to learn about them. 

A u s e f u l tool is the E lec t ron ic 
Computer Glossary, published by the 
Computer Language Company. I fell 
in love with this software program as 
s o o n as I put it on my c o m p u t e r . 

The Electronic Computer 
Glossary 
T h e g lossary is real ly a mini-
e n c y c l o p e d i a with m o r e than 
6.000 entr ies . It covers client-
server technology, multimedia, 
data management, desktop pub-
l ishing. n e t w o r k s . PCs. Macs, 
UNIX, c o m m u n i c a t i o n s , and 
much more. Some features: 
I ability to add words and defini-
tions 
I full hypertext links 
I searches bv words, acronyms, 
or phonetic entries (for example, 
you can type in "scuzzy" to find 
"SCSI") 
I charts and diagrams 
I print capability 
I DOS and PKZ1P tutorials 
I quarterly updates. 

The glossary suppor t s DOS, 
W i n d o w s , and Macintosh sys-
tems. To run wi th DOS. you'll 
n e e d DOS 3 3 or h igher , with 
256K RAM and 2MB of hard-disk 
space. For Windows, you'll need 
W i n d o w s 3-0 or h i g h e r . 2MB 
RAM, and 2MB hard-disk space. 
Mac users should have Hyper-
Card 2.0 or h igher , wi th 2MB 
RAM and 3MB hard-disk space. 

The electronic glossary runs 
about $29.95. Contact the Com-
puter Language Company. 5521 
State Park Road. Point Pleasant. 
PA 18950; 215/297-5999. 

You just type in a word or phrase, 
and there appears the simple, non-
t echn ica l d e f i n i t i o n . If you th ink 
Leapfrog is a chi ld 's game, or that 
CAIRO is a place in F.gypt. this soft-
ware package is for you. 

T h e C o m p u t e r Language Com-
p a n y a l so o f f e r s a b o o k ve r s ion 
cal led The Computer Glossary for 
those w h o haven' t made it on-line 
yet. Both the book and the software 
a r e u p d a t e d regu la r ly . They may 
prove to be valuable tools in your 
lifelong journey toward technology 
literacy. 

"TechTalk" is a quarterly column writ-
ten by Bart Dahmer, manager of tech-
nology services and technical training 

for Federal Express, 2842 Business 
Park Drive, Building G, Memphis. 77V 
38118-2823; 901/369-2751. 
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