	SDM-882-B KEY-ENTRY INSTRUCTIONS II 

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

SHADED AREAS, (items 17, 21-23,  & 25) WILL BE COMPLETED BY DATA PREPARATION.

1. PROJECT NUMER.  The project identification number. 

2. DATE.  The date that the Instruction sheet was originally prepared.

3. REV.  The date that the Instruction sheet was revised. 

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

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

11. Document Form Number.  The form number printed on the document, if any.

12. Instr. Packet Number.  To be completed by Data Preparation Section.

13. Rev.  Place a check in the box only if the item is being revised.

14. Field No.  List the items to be keyed in ascending numeric sequence.  Use this item number to designate the location of the item or field on the sample document and card layout (for card image systems) by enclosing he item number in a circle in he appropriate areas.


 e.g. “[image: image1.bmp] This item number is independent of any item of block number that may appear on the source document.” 

15. Field Name.  Use a maximum of eight (8) characters to identify the name of the field (item) that is being keyed.  e.g. Social Security Number = SSN, Marital Status = MARSTAT, Pay Rate =PAYRATE.  Enter any special instruction that may be pertinent to this field (item) in field #27 on the form (Formats, Values, Codes, Ranges, Procedures, Etc.).

16. Size.  The total number of characters in the field.

17. Data Type.  The character subsets (data types) allowed in the field.  A maximum of four or the following may b specified:


A – Uppercase alphabetic characters allowed (A-Z).


N – Decimal digits only (0-9).


B – Blanks allowed.

S – Signed decimal digits allowed.


P – Punctuation characters allowed.

18. Key.  The extent to which the field must be entered by a keystation operator.


N – The field is not keyed by the operator.


F – Every character of the field must be entered by the operator.  This is a Key-ID field and spaces are not allowed in the field.  When Key = F, B cannot be used in Data Type.


S – At least one character of the field must be entered.


Blank – Data will be entered exactly as it appears on the document.

19. Dup.  Place a check mark in one of the two columns to denote that this is a “dup field”. A dup field for a batch is entered into every record that is keyed (Bat).  A dup field for a document is entered into all records that are keyed form that document only (Doc).

20. Rel.  To be completed by Data Preparation Section.

21. Bal.  To be completed by Data Preparation Section.

22. Aux Dup.  To be completed by Data Preparation Section.

23. Just/Fil.  Specifies the justification of the data and the fill characters.


RB – Right-justified, filled with blanks.


RZ – Right-justified, filled with zeroes.


RS – Filled with blanks if skipped, otherwise right-justified, filled with zeroes.


LB – Left-justified, filled with blanks.


LZ – Left -justified, filled with zeroes.


LS – Filled with blanks if skipped, otherwise left-justified, filled with zeroes.

24. Levels.  To be completed by Data Preparation Section.

25. Column.   From:  The column number in which the first character of the field will be output.  To:  The column number in which the last character of the field will be output.

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

27. Formats, Values, Codes, Ranges, Procedures, Etc.  If appropriate, enter the format of the data field, e.g. MMDDYY, constants, auxiliary duplicate values that will be used or valid-invalid codes and ranges.  If codes and rages are codes incorrectly on the source document, the operator will reject the document as an unprocessed document.
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