	SDM-882-A KEY-ENTRY INSTRUCTIONS I 

Instructions


A. WHEN USED

Task 3.0 of Conversion phase

Part II, Section 3.0 of Conversion document

Part IV, Section 1.0 of Operations Guide

Part II, Section 5.0 of User Guide

B. GENERAL

Key-Entry Instructions must be prepared for every input document that must be key0entered (keypunch, key-to-tape, key-to-disc) into the system.  The instructions must always be explicit and there should be no assumptions left open to the interpretation of the operators. 
C. FORM USAGE

For Key-Disk Systems, complete items1-25, 32-34 and BRIF WORKSHEET, EDP Form C-132, Data Preparation Section will complete shaded items, (26-31, and 35-38).

1. PROJECT NUMER.  The project identification number. 

2. DATE.  The date that the Instruction sheet was originally prepared.  format = mm/dd/yyyy

3. REV.  The date that the Instruction sheet was revised.  format = mm/dd/yyyy

4. PAGE.  The number of the current page.

5. SYSTEM TITLE.  The name of the system Department/Division requesting scheduling services.

6. DOCUMENT PART.  Enter the Document Part AND the corresponding title. These entries will be blank if the form is being used only as working papers during tasks.

7. TASK NUMBER.  Enter the Task Number AND Task Title as it applies for the given task being worked upon.  This entry will be blank if the form is being completed only as part of the end-document.

8. DOCUMENT SECTION.  Enter the Section Number AND the corresponding title. These entries will be blank if the form is being used only as working papers during tasks.

9. Department.  The name of the Department or Agency.

10. Division.  The name of the Division in the Department or Agency.

11. Person to Contact.  The name of the person to contact if further information is needed.

12. Telephone.  The telephone (including extension) of the person identified in item #11. 

13. OS Job Name.  The  OS job name (following the OS Naming Conventions) of the job that will read the keyed data.

14. Descriptive Job Name.  The narrative that describes what the job does.

15. PMS Code.  The Project Management System code assigned to the job.

16. Frequency of Document Submission.  Check the box that applies. Or check the OTHER box and specify what the frequency is to be.

17. Cutoff Day and Time.  The day of the week and time of day that all documents for key-entry are to be received at the PSB Input Counter.  If no time is specified, 4:00pm is the default. e.g.  Tuesday, 11:00am;  Friday, 2:00pm

18.  Day and Time Due Out.  The day of the week and time of day that all Data Prep tasks are to be completed and the information is ready to be sent for processing.  If no time is specified, 4:00pm is the default. 


e.g.  Tuesday, 11:00am;  Friday, 2:00pm

19. Document Title.  The name or title of the document to be keyed.

20. Document Form Number.  The form number printed on the document, if any. e.g.  ICSD-1234

21. Number of Logical Records.  The maximum number of records and the average number of records to be keyed from a document.

22. Estimated Document Submission Volume.  The estimated number of source documents to be submitted in each batch of data, up to 200 documents and the estimated total number of source documents to be submitted in each processing cycle of the job.  There is a one character box after the field to put an “*” to denote that comments are made in item #32, Remarks regarding volume.

23. Disposition of Documents.  Check either the Return box or the Hold box.  Do not check both. 

24. Data Set Name.  The data set name (following OS Naming Conventions) that will be used to catalog and retrieve the data on a disk.

25. Logical Record Length.  Check the 80 Characters box, or check the Other box and enter the record length.

26. Labels.  To be completed by Data Preparation Section.

27. Format Name.  To be completed by Data Preparation Section.

28. Assigned to Key-Disk System.  To be completed by Data Preparation Section.

29. Assigned to Key-Disk.  To be completed by Data Preparation Section.

30. Key-Disk Blocking Factor.  To be completed by Data Preparation Section.

31. Number of Levels.  To be completed by Data Preparation Section.

32. Remarks.  Enter any additional instructions that are not covered on this form and/or on the ICSD-882-B, Key-Entry Instructions II, and that apply to all data to be keyed.  Special instructions for a data item should be stated with that data item on the ICSD-882-B, Key-Entry Instructions II in item # 27.   If additional space is required, use SDM-100.  

Note: 
If all data submitted must be keyed completely before computer processing can begin, include the following statement in Remarks:

Immediate notification is requested if any data is rejected. 

33. Prepared by.  Name of the person who prepared the Instruction Packet.

34. Date Prepared.  The date that the Instruction Packet was prepared.

35. Approved By.  To be completed by Data Preparation Section.

36. Date Approved.  To be completed by Data Preparation Section.

37. Instruction Packet Number.  To be completed by Data Preparation Section.

38. Number of Copies.  To be completed by Data Preparation Section.
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