OT 6:  Data Entry Essentials 

Monday & Wednesday    6:00 p.m. – 8:15 p.m.
Room:  BUS 41
Fall 2004 Semester

Instructor:
Teresa F. Smith

Phone:
638–3641  Ext. 3832

E-mail:
businesspro2002@hotmail.com


Office Hours:
By appointment

Textbook/Supplies:
Data Entry Activities For Microcomputers, Bux & Gorman 


One (1) 3 ½ inch formatted floppy disk
Objectives:

· Create an understanding of the principles and procedures of data entry for business, industry, and government offices using microcomputers.  

· Develop speed and accuracy of data entry skills.

· Understand data entry applications through use of simulated business experiences.

· Gain understanding of multitude of data entry applications in the business world.

· Students will be able to prepare source documents, transcribe information, enter and process data on computers.

Course Content:

This course consists of lectures, demonstrations, discussions, hands-on computer applications, and student presentations. There will be limited lab time available during class.  Students must have access to computers outside of class time to complete assignments.

Classroom Behavior:

Food, beverages, and chewing gum are not allowed in the computer lab at any time.  Anyone who chooses to bring food, beverages, or chewing gum into the lab will be removed from the lab and/or class.  Cellular phones must be turned off.  Pagers must be set on quiet mode.  

Attendance:

Your education is preparing you for a career in the business field.  There is no such thing as an excused absence in the field of business.  Therefore, excessive absences will not be tolerated.  If you are absent more than four class meetings your grade may be reduced by one letter grade.  Continued absences beyond four meetings may result in being dropped from the class.  If you know that you must be absent for a class meeting, please tell me at the class meeting prior to your absence.   

Tardiness:

Just as you cannot be late to work you cannot be late to this class.  If you are tardy (10 minutes) for more than four class meetings your grade may be reduced by one letter grade.  If you know that you must be late to a class meeting, please tell me at the class meeting prior to your tardiness.   

Projects:

The projects count for 20% of the grade.  If a student does not complete all of the projects assigned, he/she will receive a 0 (nothing, nil, nada) on this portion of the grade.  Projects will not be accepted after the final class meeting.

Last day to drop this course:


Grading

The grading components of this class will be weighted as follows



Tests

30%



Projects
20%



Homework
30%



Speed

20%

Final grades will be based on the following scale:



90%-100%
A



80%-89%
B



70%-79%
C



60%-69%
D



Below 60%
F

