OFFICE TECHNOLOGY 6
DATA ENTRY ESSENTIALS
REEDLEY COLLEGE

Quarter 1, Fall 2004
MTWThF, 8:00-8:50 a.m. in POR5
#55816 : 8/16/04-10/15/04

Mr. Fred Rola

PHONE: 638-3641

COURSE OBJECTIVES:

Introduction to the principles and procedures of data entry for business, industry, and government offices using microcomputers. Students prepare source documents, transcribe information, enter and process data on computers to prepare for non-management, entry level jobs

REQUIRED TEXT:
Data Entry: Skillbuilding & Applications, by Career Solutions Training Group, ISBN: 0-538-43476-7 © 2005

ATTENDANCE:
Students are expected to attend all class meetings, be on time, and be in class the entire class session. The only excused absences are those due to a school-related activity or a requirement to appear in court. Calling me to tell me you will be absent does not excuse you but is considered a professional courtesy. STUDENTS LEAVING CLASS BEFORE THE END OF CLASS WILL BE COUNTED AS BEING ABSENT, WITH A DEDUCTION OF PARTICIPANT POINTS! Your classmates and I would greatly appreciate that students in the class take care of any personal needs (i.e., using the restroom, getting a drink, sharpening a pencil) before class begins. CELLPHONES AND PAGERS OFF (see note regarding POP quizzes). If you decide to drop the course, it is your responsibility to make the drop official in the Admissions and Records office or else possibly receive a grade of F.

HOLIDAY:  MONDAY, SEPTEMBER 6

DROP DEADLINE: __________

TARDIES:

Students are expected to be on time. It is distracting, rude and unfair to fellow classmates and to the instructor when a student is late.

QUIZZES:

Quizzes may be announced. Quizzes are written tests consisting of multiple choice and/or true/false questions. Quizzes are based upon textbook, lecture, and homework assignments. There are no makeup’s for missed quizzes.    NO EXCEPTIONS!   POP Quizzes will be given each time a cell phone is activated during class.

LAB ASSIGNMENTS:

Lab assignments are issued in this course. Due dates for lab assignments will be posted and announced. Note: Being absent the day assignments are collected does not entitle you to turn it in late. Assignments may need to be printed out. I examine your work on line so it must be saved.
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