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Errors in computer data can be a major problem for organisations.  It is essential that all information entered into a computer system is accurate and error free.

TASK

Use the website and your text books to help you write a training manual which can be given to new data entry staff.

You need to explain:

1. Why errors in data can cause problems

2. The different ways that errors can occur i.e. transcription, transmission and processing

3. Different methods that can be used to prevent and detect errors in data

4. Explain why batch processing is often used

5. Explain what control totals and hash totals mean.
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