OFFICE TECHNOLOGY 6
DATA ENTRY ESSENTIALS
REEDLEY COLLEGE

Summer 2005
MTWThF, 9:00-9:50a.m. BUS 41
#52084 : 8/15/05-10/14/05

Mr. Fred Rola

PHONE: 638-3641

Email fred.rola@reedleycollege.edu
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. Please turn your CELLPHONES AND PAGERS OFF. The only excused absences are those due to a school-related activity or a requirement to appear in court. STUDENTS LEAVING CLASS BEFORE THE END OF CLASS WILL BE COUNTED AS BEING ABSENT! You will be dropped from the roster if you miss 3 sessions in a row. You are required to call or email me if you will be missing class. If you are absent more than four class meetings, your grade may be reduced by one letter grade. 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.
HOLIDAYS:  Monday September 5th

DROP DEADLINE: 

TARDIES:

Be on time! I will take roll at the start of class. You will be marked as tardy when you arrive after roll call is completed. If you are tardy for more than four class meetings, your grade may be reduced by one letter grade.

PARTICIPATION:

Students are required to participate in all class discussions and activities.  You may not start the homework during class.  You may not study for another class, sleep, surf the Internet, or read a book during class.

Grading:
· Maximum keystrokes per hour, at 98% accuracy and higher  (80% of final grade)

· Projects completed 20 or 0 points (20% of final grade)
	Ksph
	Points
	Ksph
	Points
	Ksph
	Points
	Ksph
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	6999 or >
	100
	5755—6065
	89
	4511—4821
	79
	3267—3577
	69

	6688—6998
	98
	5444—5754
	87
	4200—4510
	77
	2956—3266
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	6377—6687
	95
	5133—5443
	85
	3889—4199 
	75
	2645—2955
	65

	6066—6376
	93
	4822—5132
	82
	3578—3888 
	72
	2334—2644
	62

	
	
	
	
	
	
	2333 or <
	59


The combined total points of the ksph and the amount of improvement make up the final grade, based on a the traditional grading scale (see below):

90-100%
A

80-89%
B

70-79%
C

60-69%
D

59% and below
F

Accommodations for Students with Disabilities
If you a have a verified need for an academic accommodation or materials in alternate media (i.e., Braille, large print, electronic text, etc.) per the American Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact me as soon as possible.
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