Reedley College

OT 6 – 78020 Data Entry Essentials
Summer 2008

Course:
OT 6 – 78020 Data Entry Essentials
Course Start – End:
May 27, 2008 – July 25, 2008
Units:



1.5 Units

Instructor:


Ms. Gayla Jurevich

Class:



MTWTH   2:00 – 2:50 pm   POR-5 

Office Hours:

by appointment

Phone


(559)-244-5999 ext. 9752

Email



robandgayla@msn.com

Textbook:

Data Entry: Skill Building and Applications



Doris D. Humphrey Ph.D.




Career Solutions Training Group




Thomson / South-Western
Other Materials:
Pens (one red), pencils, highlighter, lined paper, a notebook, and a USB Flash Drive
COURSE


EXPECTATIONS and POLICIES:

· All absences should be reported in advance.
· Students will observe the standards of adult, professional behavior.

· Campus code requires shoes or sandals and a shirt to be worn at all times.

· No eating, drinking, or smoking is allowed in the building.  No children, pets, or visitors are allowed in the classroom.

· Students who have not obtained a textbook within the first week of class may be dropped.

· All pagers and cell phones must be off during class.  Earphones are not allowed in class.

· Students will be expected to read and study the assigned materials.

· Students will be expected to be on time, prepared to work, and prepared to learn. Students will have all necessary materials for the class.

· Students are responsible for all information given in class. If a student is absent, it is the student’s responsibility to get notes and assignments before the next class meeting.  
· Students will respect the rights and property of others and will not disrupt the class.

· If a student requires special accommodations because of a disability or has other emergency information, the student should inform the instructor immediately.

OBJECTIVES
Upon completion of this course, the student will be able to:
A.
enter raw data with a high degree of speed and accuracy.

B.
apply basic concepts of data processing including fields, records, and files.

C.
analyze and categorize data prior to input.

D.
demonstrate a clear understanding of the definitions of vocabulary germane to data entry/processing.

E.
determine which principles apply to specific data entry activity.

F.
transcribe data from source documents.

G.
evaluate a data entry program and determine whether source documents can be processed on that program.




In the process of completing this course, students will:

A.
analyze and categorize data prior to data entry.

B.
practice and improve keyboarding and 10-key skills with an emphasis on raw data input.

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.

ATTENDANCE:

Students are expected to attend every class session.  Attendance will be taken each class session. If you arrive late, it is your responsibility to inform the instructor after class, so your absence will be changed to a tardy.  Attendance is important in a skill development course.  Arriving late or leaving early will be counted as half an absence.  A student will be dropped from the class when, in the judgment of the instructor, the student is not making satisfactory progress.  Students who have already accumulated 2 absences by the drop deadline may be dropped from the course.  Students must keep up with the assignments or they will be dropped.  To receive credit for the class, students must successfully complete the coursework including the final examination.  If you wish to drop this course, it is your responsibility to do so.  

There will be no excused absences.
GRADING POLICY:

There will be no make-up for quizzes, tests, the midterm, the final, or in-class assignments.  The final exam must be taken when scheduled.  There will be no late assignments accepted.  

The instructor reserves the right to change the time schedule and the number of assignments.  However, changes will be announced in class. 


Classroom Participation:   
10 %

        Grading Scale

Projects, Presentations, and


90% - 100%
=   A

Assignments:  


50 %

80% - 89%

=   B


Quizzes:



20%

70% - 79%

=   C


Final Exam:



20 %

60% - 69%

=   D








Less than 60%
=   F
TOTAL:
      Maximum of 100 %

ACADEMIC DISHONESTY:

Cheating is the act of deception by which a student misleadingly demonstrates that she or he has mastered information on an academic exercise. Examples of cheating are copying or allowing another person to copy a test, paper, project, or performance, etc. 
Plagiarism is the act of representing the work of another as one’s own without giving credit. Plagiarism includes but is not limited to incorporating the ideas or words of another’s work without giving appropriate credit. If a student is found to be in violation of cheating and/or plagiarism, the student will either be dropped from the class or failed, and a record of this act will be recorded in the student’s file according to the Reedley College Catalog. 

OT 6 Data Entry Essentials

Tentative Itinerary / Summer 2008

Week 1
May 27 – 29
Introductions, Syllabus, Goals, Projects, Interviews, Course Overview, Chapter 1 (Data Entry in an Information World), Chapter 2 (Getting Started with Data Entry: The Training Center), Keypad, Alphanumeric, and Figure/Symbols Practice and Baseline Assessments

Week 2

June 2 – June 5

Chapter 3 (Completing the Projects: The 





Project Lab), Chapter 4 (Building Data 





Entry Skill: the Practice Room), Keypad, 





Alphanumeric, and Figure/Symbols 






Practice and Assessments cont.

Week 3

June 9 – 12


Data Entry Projects, Crandle Insurance, 





Quiz #1 

Week 4

June 16 – 19


Data Entry Projects, Funwear, Quiz #2
Week 5

June 23 – 26  

Data Entry Projects, Western Suites, Quiz #3
Week 6

June 30 – July 3

Data Entry Projects, General Hospital, Quiz #4
Week 7

July 7 – 10


Data Entry Projects, Internet Project

Week 8

July 14 – 17 


Data Entry Projects, Internet Project, Quiz #5


Week 9




July 21 - 24


Review for Final, Final

