	Location: Reedley College POR-5
	OT6 Data Entry
	Instructor:           Cheryl Lingo

	Class Days:   M-F 8-8:50 AM
	
	Phone:              559-637-9888

	Class Dates:   Oct19 – Dec. 19
	
	Email:  clingo10@earthlink.net





COURSE OBJECTIVES:  To introduce students to the principles and procedures of data entry for business, industry, and government offices using microcomputers.  Students will:

	· Prepare source documents, transcribe information, and enter and process data on microcomputers 
	· Gain understanding of data entry applications through simulated business experiences

	· Develop speed and accuracy in data entry 
	· Develop an awareness of data entry applications in the business world


REQUIRED TEXT AND SUPPLIES:  1)    Data Entry Skillbuilding and Applications, Humphrey. 
2)  Two 3-1/2" floppy disks.  Students may also wish to use a ruler.    

COURSE WORK:  Lecture, class discussion, computer labs, student presentations, quizzes, tests, homework, and a comprehensive final exam may all be used in this class.  
NOTE:  Limited lab time is available during class time.  Students should plan to utilize open lab time to complete assignments.  

ATTENDANCE & CLASS CONDUCT:  

This class helps to prepare you for a career in the business world, where regular attendance is a condition of continued employment.  Regular attendance is also required to complete the objectives of this course.  If you are absent three times, it may result in your grade being reduced by one letter grade.    Five absences may result in being dropped from the class.  

Tardiness is distracting and rude to your fellow classmates and your instructor.  It also results in missed information and instructions that are necessary for your success in this class.  If you arrive late, it is your responsibility to find out what you missed after class or during a break.  If you are tardy three times, it may be counted as an absence.  If you are tardy five times, your grade may be reduced by one letter grade. 

Students shall remain in class until it is dismissed.  If you leave before the end of a class session, it may be counted as an absence.  

Preparation for class needs to take place before it starts.  Please take care of any personal needs (i.e., using the restroom, getting a drink, sharpening a pencil) before class begins. 

Your attention to the coursework of this class is required, thus you may not do ANY other work during this class.  Your use of the computers and printers during this class is restricted to the coursework of this class.  No exceptions.  Your failure to abide by this condition is grounds for dropped from the class.

Cell phones and pagers should be placed in 'silent' mode.  No in-coming or out-going phone calls during class are allowed.

No food, drinks, or gum are allowed in the classroom.  No exceptions.
DROP DEADLINE: 
Last day to drop this class is _______________.  It is your responsibility to make the drop official in the Administrations and Records office to avoid receiving a grade of F.

HOLIDAYS: 
TBD
EVALUATION:  

· Homework will be graded on completeness, accuracy, neatness, and student effort.  Study Guides must be completed on the original form in your textbook, or a photocopy of the form.  No exceptions. Do not use spiral paper, please.  Include class name, student name, date, and assignment  in the upper right-hand corner.

· Four OT6 projects must be completed in order to receive credit.  Partial projects or late projects will not be accepted.  

· Unannounced quizzes will be given.  No make-up quizzes will be given.  

· Tests will be announced in advance.  You may arrange to take the test in advance of the announced date if you will miss class on that day.  No late tests will be given. 
· Final exam will be on the last day of class.  The exam may be comprehensive.
· Late assignments will be accepted at 75% credit until the test for that unit occurs.
GRADING:

The work completed in this class will be weighted as show in the table below: 

	Grade Component
	Value

	Participation
	10%

	Data Entry Projects
	30%

	Lab Activities
	20%

	Tests & quizzes
	30%


Your final grade will be based on the following scale:  

	Percent of Total Points
	Grade

	90-100
	A

	80-89
	B

	70-79
	C

	60-69
	D

	0-59
	F
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