Course Syllabus

(Tentative)

OT 6 – Data Entry Essentials Spring 2006

Business Room 41
Monday – Friday 11:00 AM – 11:50 AM
Instructor:
Autumn Bell


Email:
 ajbunm3@aol.com 
Office:





Phone:  259-8867
Instructor:
Mike Sorensen


Email:
mike.sorensen@scccd.com

Office:

HUM 52



Phone:  638-3641 Ext. 3615

Text:

Data Entry Skillbuilding and Applications, Humphrey

This course will introduce the principles and procedures of data entry for business, industry, and government offices.  Students will enter and process data on computers from a variety of source documents.   This course is intended to prepare students for non-management, entry level jobs.

In the process of completing this course, students will:

A.
Practice and improve keyboarding and 10-key skills with a goal of improving to 20-25 words per minute with 3 or fewer errors by the end of the course.
B.
Analyze and categorize data prior to data entry.
C.
Develop an understanding of data management including fields, records, and files.
D.
Be exposed to a variety of data entry applications in business including accounts payable, accounts receivable, payroll and inventory management.
E.
Transcribe data from source documents.

F.
Use both spreadsheet and data base applications for data entry.
G. 
Demonstrate a clear understanding of the definitions of vocabulary germane to data entry/processing.
	
	Topics
	Activities

	Week 1
	Introduction to Data Entry

Overview of Training Center 

Keyboard Overview

Proper Positioning


	Key Drills: Home Keys

Key Drills: First Finger Keys

Key Drills: Second Finger Keys

Training Center: Alphanumeric 6

Training Center: Alphanumeric 7

	Week 2
	Hardware and Software 

Tips for Building Speed
Special Function Keys
	Key Drills: Third Finger Keys

Key Drills: Numbers and Symbols

Training Center: Alphanumeric 8

Training Center: Alphanumeric 9

Practice Room: Timed Writing AN 1-3
                          Figures-Symbols 1

	Week 3
	Tips for Proofreading
Spacing Guidelines
	Key Drills: Little Finger Keys

Training Center: Alphanumeric 10

Training Center: Review 11

Practice Room: Timed Writing AN 4-6
   Figures-Symbols 2

	Week 4
	10-key Overview
Data Entry Applications:

Merchandise Inventory
	Key Drills: 10-key Numbers and Symbols

Training Center: Keypad 1

Training Center: Keypad 2

Training Center: Keypad 3

Practice Room: Timed Writing AN 7-9
  Figures-Symbols 3

Data Activity 2: Inventory Set-up Form

                           Sales Ticket  

                           Inventory Update

	Week 5
	Quiz

Data Entry Applications:

Accounts Receivable

Accounts Payable

Payroll Records


	Key Drills: Review

Training Center: Keypad 4

Practice Room: Timed Writing KP 1-3
                           Figures-Symbols 4

Data Activity 4: Sales Invoice
Data Activity 5: Sales Invoice

Data Activity 6: Payroll Setup Form

                           Payroll Update    

	Week 6
	Data Entry Application: Auto Insurance 
	Practice Room: Timed Writing: KP 4-6
                         Figures-Symbols 5

Data Activity 8: Application From

Drills – Crandle Insurance

Project Lab: Crandle Insurance Warm-up, Activities 1-4, and Stretch

	Week 7
	Data Entry Applications:

Merchandise Inventory
Point of Sale


	Practice Room: Timed Writing KP 7-10                        

Data Activity 2: Inventory Set-up Form

                           Sales Ticket  

                           Inventory Update

Data Activity 3: Sales Slip

Drills - Funwear

Project Lab: Funwear Warm-up, Activities 5-8, and Stretch

	Week 8
	Data Entry Applications:

Census and Surveys
	Practice Room: Timed Writing AN 10
                          Figures-Symbols 6-8
Data Activity 7: Census Form

Data Activity 12: Survey Form

Drills – Western Suites

Project Lab: Western Suites Warm-up, Activities 9-12, and Stretch 

	Week 9
	Review
Quiz
	Drills – General Hospital

Project Lab: General Hospital Warm-up, Activities 13-17, and Stretch


Grading

The grading components of this class will be weighted as follows:

Quiz 1





10% 

Quiz 2





10%

Training Center 



10% 

Data Activities



10%

Project Lab




25% 

Timed Writings & Speed Improvement
35% 

Final grades will be based on the following scale:

90%-100%
A

80%-89%
B

70%-79%
C

60%-69%
D

Below 60%
F

Classroom Behavior:

Food, beverages, and chewing gum are not allowed in the computer lab at any time.  Cellular phones must be turned off.  Pagers must be set on quiet mode.  

Attendance and Tardiness:

Your education is preparing you for a career in the business field.  Please think of this class as an opportunity to prepare for your future career, where attendance and timeliness are important.  If you are absent more than five class meetings your grade may be reduced by one letter grade.  Three consecutive absences may result in the instructor dropping you 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.   

If you are tardy for more than five 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.   

