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	Instructor Information

	Name
	Helen Grattan
	E-mail address
	hggrattan@dmacc.edu

	Phone

Number
	(515)964-6480
	Fax number
	515.965.7135

	
	
	Office location
	Building 8 Room 1C

	Course Information

	Course title
	DATA ENTRY

	Course number
	ADM 138
	3 Credits
	Monday & Wednesday

	Days & Time
	Location
	Ankeny Campus
	Building 8 Room 5

	Course description
	A competency based course to give students an introduction to current practices, equipment and various job-related applications in data entry.  The main focus is on speed and accuracy in entering data in a terminal.

	Prerequisites
	Recommend keyboarding skill of at least 25NWPM (net words per minute)

	Course competencies
	

	During this course, the student will be expected to:
 1.
Define data entry vocabulary.
 2.
Key business application exercises.


2.1
Complete a series of activities that simulate actual business experiences.


2.2
Perform job application entry tests.
 3.
Key data at an acceptable speed.

3.1
Use the touch method to key information.


3.2
Key numeric material at a rate of 6000+ KSPH.
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Levels of competency are the following:



12000 OR MORE

=
A




11999


=
A-




11998
-
11333
=
B+




11332
-
10666
=
B




10665
-
10000
=
B-




9999
-
9333
=
C+




9332
-
8666
=
C




8665
-
8000
=
C-




7999
-
7333
=
D+




7332
-
6666
=
D




6665
-
6000
=
D-
4.
Key data at an acceptable accuracy ratio.


4.1
Key alphanumeric material by the touch method using the full keyboard and the ten-key pad.


4.2
Key at a 97% or better accuracy ratio.
              Levels of competency are the following: !00% = A 99% = B 98% = C 97% = D
The main objective is to achieve the desired level of competency with 3 per cent or less errors, plus acquire knowledge of Data Entry within Data Processing.




	
	

	Requirements
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	 Daily practice is the best way to develop eye and hand coordination which is need for skillful data entry. 

Successful development of the hand requires consistent exercise; however, do not work for long periods of time since exhaustion leads to bad habits. The mind can only remember so much at a time. 

The goal is to learn the keyboard by touch. One student found that placing a file folder under the computer screen to cover the keyboard helped to learn the keys correctly. If looking at the keyboard frequently is a problem, try covering the hands. Keep your textbook open to a chart of the correct fingering.  Look at the textbook chart to find the correct finger and key--not at the keyboard. 

Students are expected to submit completed lessons weekly. If a student has not finished all of the assignments, they should submit what they have completed for that week. If a student wishes to work ahead of the assignment calendar, lessons can be submitted early. If a student is regularly participating in the class and falls behind the class calendar for awhile, late assignments may be accepted; however, the instructor is not required to accept late work. 

No assignments will be accepted after the last day of the assignment calendar's final due date. Students who do not submit assignments on a regular basis will receive a non-attendance grade report, which may affect financial aid and scholarships. 

Computer failure is not an excuse for failing to complete this class on time. Students can work the computer on any DMACC campus.  Most local libraries also have computers with Internet service available. 

Warning: Lost or erased lessons will have to be repeated. To protect your accomplishments, print out your lesson reports for your own record. Students, changing computers can be hazardous. When a student loads work from one computer, it may erase the student work done under the same name at another computer. 

Students are expected to practice on a regular basis without depending on the backspace key to make correction. It is important to learn from errors. By using this method, students are encouraged to learn the correct patterns of words and not depend on the backspace key. Students who have been keying incorrectly should work hard to break bad habits of incorrect fingering and dependence on the 

Follow the Assignment Calendar. Compile and print a copy out the assignment calendar available by clicking on the calendar icon on the home page of the course. 

Remember: Keep your eyes on your copy, and discipline yourself to learn the keys by touch. 


	

	Netiquette
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	Email

1. Always include a subject line.

2. Remember without facial expressions some comments may be taken the wrong way.  Be careful in wording your emails.  Use of emoticons might be helpful in some cases.

3. use standard fonts.

4. Do not send large attachments without permission.

5. Special formatting such as centering, audio messages, tables, html, etc. should be avoided unless necessary to complete an assignment or other communication.

6. Respect the privacy of other class members.

Threaded Discussions

1. Review the discussion threads thoroughly before entering the discussion. 

2. Try to maintain threads by using the "Reply" button rather than starting a new topic. 

3. Do not make insulting or inflammatory statements to other members of the discussion group. Be respectful of other's ideas. 

4. Be patient and read the comments of other group members thoroughly before entering your remarks. 

5. Be cooperative with group leaders in completing assigned tasks. 

6. Be positive and constructive in group discussions. 

7. Respond in a thoughtful and timely manner. 



	Academic dishonesty
	Dishonesty is unacceptable.

http://www.dmacc.edu/handbook/welcome.asp

	DMACC Information Web Sites

	DMACC home page
	http://www.dmacc.edu/

	Instructor home pages
	http://www.dmacc.edu/instructors/welcome.asp 

	Admissions & registration
	http://www.dmacc.edu/potienti.asp 

	Cellular phone use statement
	http://www.dmacc.edu/student_services/cellphone.asp 

	Web Class location
	http://webclass.dmacc.edu/

	Student handbook
	http://www.dmacc.edu/handbook/welcome.asp 

	Add/drop dates
	http://www.dmacc.edu/registration/add_drop.asp 

	Refund policy
	http://www.dmacc.edu/refund.asp 

	Support Services

	Accommodations
	“It is the policy of DMACC to accommodate students with disabilities.  Any student with a documented disability who requires reasonable accommodation should contact the special needs coordinator at 515-964-6850 voice or 515-964-6810 TTY.”

	Services for students with disabilities
	http://www.dmacc.edu/student_services/disabilities.asp  

Contact the special needs coordinator at 515-964-6850V, 
515-964-6809 TTY or the counseling & advising office on any campus for an Application for Accommodation.

	Academic & educational advising
	http://www.dmacc.edu/advising/welcome.asp 

	Online Advisor
	An Online Adviser may be of help to you with registration or other questions.  onlineadviser@dmacc.edu.

	Career counseling
	http://www.dmacc.edu/counseling/ 

	Library
	http://www.library.dmacc.edu/ 

Building 6, room 3

Monday – Thursday 7:30 am to 9:00 pm

Friday – 7:30 am to 4:00 pm

Saturday – 8:00 am to 1:00 pm

	Academic Achievement Center
	http://www.dmacc.edu/student_services/academic_achievement_center.asp 

	Tutoring
	DMACC tutoring centers:  http://www.dmacc.edu/student_services/tutoring.asp 
SMARTTHINKING:  http://www.dmacc.edu/smartthinking/smartthinking.asp 

	Computer labs
	http://www.dmacc.edu/helpdesk/pc_labs.htm 

Building 6

Monday – Thursday 7:30 am to 10:00 pm

Friday – 7:30 am to 4:00 pm

Saturday – 7:30 am to 1:00 pm

	Disclaimer

	“This syllabus is representative of materials that will be covered in this class; it is not a contract between the student and the institution.  It is subject to change.  These changes will be communicated via email or posted as announcements.  If you have any problems related to this class, please discuss them with your instructor.”

	Nondiscrimination Policy

	Des Moines Area Community College shall not engage in or allow discrimination covered by law.  This includes harassment based on race, color, national origin, creed, religion, gender, sexual orientation, age, and disability.  Veteran status in educational programs, activities, employment practices, or admission procedures is also included to the extent covered by law.  Individuals who believe they have been discriminated against may file a complaint through the College Discrimination Complaint Procedure.  Complaint forms may be obtained from the Human Resources Department, the campus Provost's office, or the EEO/AA Officer.  

Persons who wish additional information or assistance may contact the EEO/AA Officer, Dr. Sandy Tryon, Human Resources, Bldg. 1, 515-964-6301.  Employees and applicants refer to HR Procedures 3000, 3005, 3010, 3015, and 3020.  Click here http://www.dmacc.edu/hr/hrpp.asp .
For requests for accommodations, the Accommodation/Section 504/ADA Coordinator, Sharon Bittner, can be contacted at 515-964-6857.  Students with requests for accommodations refer to the Student Services procedure 4610 located on the DMACC Intranet at http://my2.dmacc.edu/default.aspx. Go to Policies & Procedures and choose Student Services Procedures.
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Wishing you success as you moved from student to professional!
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