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Each MIS Component is truly a system within a system.  Data Entry follows the data collection process.  The following describes data entry processes by answering the “who, what, where, when, and why”.  The items below can be used as a check list to assess your data entry processes. 
	Staff
	· Define all staff who have a role in data entry
· Determine computer / keyboarding / mouse skill level for different data entry tasks

· Review job descriptions
· Managers – implement, coordinate, supervise and evaluate data entry process 

· Line Staff – implement, coordinate and evaluate the data entry process

· IS staff - implement, coordinate with staff/vendors, report, and evaluate the data entry process.  Keep agency current on data entry tools and techniques.

	Supervision
	· Performance evaluation tied to accuracy, timeliness
· Managers must review monitoring reports on a scheduled/periodic basis

	Training
	· Include training in the roll-out of new systems
· Data entry training, current information of projects/efforts are included in orientation of new staff

· Consider vendor provided webinars or regional users groups

· Consider developing web based training using Adobe Captivate

	Requirements
	· Develop standards for data fields, especially those that are narrative in format or allow customization

	Monitoring
	· Include data collection in your ongoing monitoring and self assessment processes 

· Develop measures for accuracy
· Monitoring should include corrective action steps with data and staff

	Procedures
	· Procedures should be step-by-step, utilize screen shots, and instructs staff to enter data that is valid, within range, spelled correctly, etc.  
· Procedures:  QA, forms, HS Database, data entry schedule, etc.

	Timelines
	· Post data entry schedules and include in procedures
· Ensure deadlines are set for data entry (daily, weekly, monthly, seasonally…) and that they are linked to reporting schedule

	Method
	· Determine how you will input your data:  paper forms, direct entry, PDA, combinations
· Considerations for security / confidentiality / HIPPA
· Infrastructure issues:  forms distribution, web based data entry

	Planning
	· Impacts of system change(s)
· New / changed requirements 
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