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Important Dates for Summer 2008 
 

Wed. June 4 – Orientation in room LRC 110 from 6-7:30 pm 
Thurs. June 12 – Orientation in room LRC 110 from 6-7:30 pm 
Tues. July 15 – Orientation in room LRC 110 from 6-7:30 pm 
Thur. July 17 – Orientation in room LRC 110 from 6-7:30 pm 
June 9 – Classes begin for Summer Session 1 
July 4  - Holiday 
July 14 – Classes begin for Summer Session 2 
Aug. 23 – All Classes end 
 
Be sure to pay attention to drop dates for individual classes as there are a variety of 
start and stop dates to online classes this summer.  You must drop before 75% of the 
class is completed to avoid getting a grade. 
 
Special Orientation dates for specific classes; 

 Business 40 – July 14 from 10 am to 12 Noon in room K-210 – Required Meeting. 
 Astronomy 1 and 5 – You will have three required meetings per course.  Check with 

Instructor to get those dates.  They are not yet available. 
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Campus Email accounts: (Used for Official Communications from Campus) 

Information can be found at http://wellness.lattc.edu/online/studentemailinfo.html. 

You can go to the Learning Skills dept in C-102 and get help with your campus email 
account.  Ask when the next workshops are being offered in: 

 Campus email set-up 

 Using Google Docs 

 Online Writing Center Assistance 

If you can not log into your campus email account or forgot the password, go to the 
Learning Skills dept. and request assistance or contact Linda Delzeit 
(DelzeiL@lattc.edu) 

Summer 2008 Online Course Schedule 
 

Administration of Justice 75 – Introduction to Corrections  
http://wellness.lattc.edu/elarton/AJ75.html  (June 16 to Aug. 23) 

 
7879 

 
3 

 
M 

Anthropology 101 – Human Biological Evolution (Physical Anthropology) 
http://wellness.lattc.edu/phuld/anthro101.html  (June 9 to Aug. 16) 

 
7971 

 
3 

 
M 

Art 101 – Survey of Art History I 
http://wellness.lattc.edu/online/art101.html (June 9 to July 12) 
http://wellness.lattc.edu/online/art101.html (July 14 to Aug. 16) 

 
7940 
7950 

 
3 

 
M 

Astronomy 1 - Elementary Astronomy 
(This class will have three required on campus meetings.)  
http://wellness.lattc.edu/mmoreno/astronomy1.html  (June 9 to July 12) 
http://wellness.lattc.edu/mmoreno/astronomy1.html  (July 14 to Aug. 16) 

 
 

7916 
7920 

 
 

3 

 
 

O & M 

Astronomy 5 - Elementary Astronomy Lab 
(This class will have three required on campus meetings.) 
http://wellness.lattc.edu/mmoreno/astronomy5.html (July 14 to Aug. 16) 

 
7921 

 
1 

 
O & M 

Business 1 – Introduction to Business  
http://wellness.lattc.edu/bessler/business1.html (June 9 to July 12) 

 
7958 

 
3 

 
M 

Business 40 - Business Project Management  
http://wellness.lattc.edu/bessler/business40.html (July 14 to Aug. 16) 

 
7953 

 
3 

 
M 

CAOT  84 - Microcomputer Office Applications: Word Processing 
http://wellness.lattc.edu/online/caot84.html (June 9 to July 12) 

 
7962 

 
3 

 
M 

CAOT  85 - Microcomputer Office Applications: Spreadsheet 
http://wellness.lattc.edu/online/caot85.html (July 14 to Aug. 16) 

 
7863 

 
3 

 
M 

ENGLISH 28 –  Intermediate Reading and Composition 
http://wellness.lattc.edu/gangelvasquez/english28.html (June 9 to July 12) 

 
7946 

 
3 

 
M 

English 94 – Intensive Grammar Review 
http://wellness.lattc.edu/gangelvasquez/english94.html (June 9 to July 12) 

 
7947 

 
3 

 
M 

http://wellness.lattc.edu/elarton/AJ75.html
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http://wellness.lattc.edu/mmoreno/astronomy5.html
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http://wellness.lattc.edu/gangelvasquez/english94.html
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ENGLISH 101 –  College Reading and Composition I 
http://wellness.lattc.edu/lmoreno/english101.html (June 9 to July 12) 
http://wellness.lattc.edu/lmoreno/english101.html (July 14 to Aug. 16) 

 
7941 
7942 

 
3 

 
M 

English 102 – Collete Reading and Writing II: Introduction to Literature 
http://wellness.lattc.edu/gangelvasquez/english102.html  (June 9 to July 12) 

 
7948 

 
3 

 
M 

ENGLISH 103 –  Composition and Critical Thinking 
http://wellness.lattc.edu/lmoreno/english103.html (June 9 to July 12) 
http://wellness.lattc.edu/lmoreno/english103.html (July 14 to Aug. 16) 

 
7943 
7944 

 
3 

 
M 

Health 8 – Women’s Personal Health 
http://wellness.lattc.edu/online/health8.html (June 9 to Aug. 1) 

 
7900 

 
3 

 
M 

Health 11 – Principles of Healthful Living 
http://wellness.lattc.edu/online/health11.html (June 9 to July 18) 
http://wellness.lattc.edu/online/health11.html (June 16 to Aug 1) 
http://wellness.lattc.edu/online/health11.html (June 23 to July 25) 
http://wellness.lattc.edu/online/health11.html (July 14 to Aug. 16) 

 
7893 
7901 
7899 
7897 

3 M 

Health  41 – Stress Management                          
http://wellness.lattc.edu/online/health41.html (June 9 to July 12) 
http://wellness.lattc.edu/online/health41.html (July 14 to Aug. 16) 

 
7904 
7905 

1 M 

Health 43 – Men's Health  
http://wellness.lattc.edu/online/health43.html (July 14 to Aug. 16) 

 
7896 

 
1 

 
M 

Health 44 – Sports Nutrition and Ergogenic Aids  
http://wellness.lattc.edu/online/health44.html (June 16 to Aug. 1) 

 
7908 

 
3 

 
M 

Health  45 – Anger Management 
http://wellness.lattc.edu/online/health45.html (June 9 to July 12) 
http://wellness.lattc.edu/online/health45.html (July 14 to Aug. 16) 

 
7909 
7894 

 
1 

 
M 

History 11 – Political and Social History of the U.S. I 
http://wellness.lattc.edu/restrada/history11.html (June 9 to Aug. 16) 
http://wellness.lattc.edu/restrada/history11.html (June 9 to Aug. 16) 

 
7978 
7979 

 
3 

 
M 

History 44 – The Mexican-American in the Political and Social History of 
the United States II 
http://wellness.lattc.edu/restrada/history44.html  (June 9 to Aug. 16) 

 
 

7974 

 
 

3 

 
 

M 

Management 33 - Personnel Management  
http://wellness.lattc.edu/bessler/management33.html (July 14 to Aug. 16) 

 
7843 

 
3 

 
M 

Mortgage Finance 32 - Applied Mortgage Computations  
http://wellness.lattc.edu/mortgagefinance/mortfin32.html (June 16 to Aug. 23) 

 
7873 

 
2 

 
M 

Mortgage Finance 36 - Introduction to Financial and Credit Management  
http://wellness.lattc.edu/mortgagefinance/mortfin36.html (June 9 to July 12) 

 
7871 

 
1 

 
M 

PhysEd 666 – Body Conditioning 
http://wellness.lattc.edu/online/pe666.html (July 21 to Aug. 23) 

 
7913 

 
1 

 
M 

Political Science 1 – The Government of the United States 
http://wellness.lattc.edu/vaden/ (June 9 to Aug. 16) 

 
7972 

 
3 

 
M 

Psychology 1- General Psychology 
http://wellness.lattc.edu/online/psych1.html (June 9 to July 16) 

 
7975 

 
3 

 
M 
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http://wellness.lattc.edu/lmoreno/english101.html
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http://wellness.lattc.edu/online/health45.html
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Psychology 41- Lifespan Psychology: Infancy to Old Age 
http://wellness.lattc.edu/online/psych41.html (June 9 to Aug. 16) 

 
7977 

 
3 

 
M 

Public Relations 2 – Principles of Public Relations 
http://wellness.lattc.edu/bessler/publicrelations2.html (June 9 to July 12) 

 
7955 

 
3 

 
M 

Real Estate 5 – Real Estate Law 
http://wellness.lattc.edu/online/realestate5.html (July 14 to Aug. 24) 

 
7875 

 
3 

 
M 

Refrigeration / Air Conditioning 208 – Refrigerant Management – EPA 608 
Certification 
http://wellness.lattc.edu/construction/refac208.html (June 9 to Aug. 2) 

 
 

7866 

 
 

4 

 
 

M 

Sociology 1 – Introduction to Sociology 
http://wellness.lattc.edu/jgarcia/sociology1.html (June 9 to Aug. 16) 
http://wellness.lattc.edu/jgarcia/sociology1.html (July 14 to Aug. 16) 

 
7983 
7985 

 
3 

 
M 

Supervision 3 – Oral Communications 
http://wellness.lattc.edu/bessler/supervision3.html (July 14 to Aug. 16) 

 
7962 

 
3 

 
M 

Class Management Software (CMS) Codes: M = Moodle; O= Other web-based software. 
 

 

Course Management Software Information & Log In Details 
 
Moodle  (Modular Object-Oriented Dynamic Learning Environment) 
Portal:  http://moodle.lattc.edu 
Login id = your student ID number 
Pass = MMDD of your birthday  
  
Once you log in, your classes for the fall should appear on the left side of your screen.  
If not, email your instructor and request the enrollment key ONLY after you have 
successfully registered for the class and allowed three days for the account to upload 
automatically. 
 
You must enable cookies and pop-ups when using these course management systems.  
If you do not know how to do either of these skills, refer to the Technical Help web page 
at: http://www.lattc.edu/lattc/on_line/techhelp.htm 
 
Your campus student email accounts have been placed into the student profiles in 
Moodle.  That means whenever your instructor writes a comment about your 
assignment, the resulting email will be sent to your campus student email id.  You can 
change this to go to another email id by editing your Moodle profile.   
 
When using Moodle, you can edit each forum to not receive via email every message 
that is posted.  You can also edit your general profile to not receive any emails from 
Moodle.  You might want to ONLY limit the class discussion forums but allow for your 
teacher’s news forum postings and his/her assignment feedback messages to reach 
you.  Do NOT complain to your ISP if you are getting the class postings and do not want 
them.  There are illustrated directions on how to edit your Moodle profile linked from the 
Moodle home page.  (http://moodle.lattc.edu/mod/resource/view.php?id=23895)   The 

http://wellness.lattc.edu/online/psych41.html
http://wellness.lattc.edu/bessler/publicrelations2.html
http://wellness.lattc.edu/online/realestate5.html
http://wellness.lattc.edu/construction/refac208.html
http://wellness.lattc.edu/jgarcia/sociology1.html
http://wellness.lattc.edu/jgarcia/sociology1.html
http://wellness.lattc.edu/bessler/supervision3.html
http://www.lattc.edu/lattc/on_line/techhelp.htm
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email messages are NOT spam.  They are the result of being in the online class.  You 
can control how many you get, but do not report them as spam to your service provider. 
 
 

Getting Into Online Classes 
 
Information and links are available online at http://www.lattc.edu/lattc/on_line/start.htm 
 
Step 1:  Be sure you are a currently enrolled student at LATTC.  If not, submit an 
online application.  If you are a new student to the district who has applied using CCC 
Apply, one application should serve the purpose of getting into any of the colleges in the 
district.  However, if you have not enrolled through CCC Apply, complete the online 
application.  If you were a student at LATTC who has not completed a course within the 
past two semesters, you might need to submit a new application. 
 
Step 2:  Register for the class you want to take.  Returning students can do this 
through the Student Information System (SIS) online, through the STEP (telephone 
registration system) or in person.  New students will need to secure a registration 
appointment.  Once you have enrolled through CCC Apply, you should receive via email 
information on your registration appointment.  The email will be sent to the email 
address you use for CCC Apply.  If you do not receive that email, log into the Student 
Information System to get it.  You can register for classes on or after that registration 
date. 
 
Special conditions for K-12 Students.   The the K-12 application form at: 
http://wellness.lattc.edu/online/K12AppRevised-PDF.pdf and see directions on pages  
 
Step 3: Verify your current email id on the Student Information System (SIS) 
(http://www.laccd.edu) is correct. Log into the SIS using your campus registration 
number (starts with 88) or your social security number.  Your PIN is your month and day 
of birth (MMDD). For example, if you were born on January 7th, your PIN is: 0107.  Once 
logged into your account, edit your email ID if it is not the one you are currently using. If 
you do not have an email ID listed, put one in there. You can enter your campus email 
id if you don’t have another one.   Then check your email account during the week prior 
to your online class starting. 
 
Step 4: College Placement Process: 
(http://www.lattc.edu/lattc/on_line/placement.htm) Follow the instructions on the 
Placement page to determine in which of certain classes you should enroll.  This step is 
necessary for all Math, English, and classes with a Math or English pre-requisite. 

Step 5: Go to the class homepage (listed on page 3 of this Online Student Guide) and 
read all directions provided. Follow all of the links. Note the course management system 
you will be using. Become familiar with it ahead of time. Note the dates for the 
orientation for your class(es) and make plans to attend.  

http://wellness.lattc.edu/online/K12AppRevised-PDF.pdf
http://www.laccd.edu/student_information/sis_logon.asp
http://www.lattc.edu/lattc/on_line/placement.htm
http://www.lattc.edu/lattc/on_line/placement.htm
http://www.lattc.edu/lattc/on_line/placement.htm
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Step 6: Get your textbook and other materials listed in your course syllabus. You 
can call the college bookstore and request your textbook be shipped to you for a $5.00 
shipping fee after you pay for it with a credit card.   Bookstore will require you to know 
which textbook you need.  They will not look it up for you. 

Technical Skills and Knowledge 

(Help with these skills at: http://www.lattc.edu/lattc/on_line/techhelp.htm) 

1. Email and related skills: You need to know how to use a personal computer to 
send, receive, and reply to email.  You should learn how to log into your campus 
student email account.  Check the Moodle home page for directions and links.  Your 
school name needs to be on your email account.  It should not have a fictitious name 
on the account.  Faculty are only allowed to discuss the work of a student with that 
student.  When email is used to exchange information, it needs to have the student 
name on the account.  You will also be expected to know how to send file 
attachments with an email message. 

2. Internet access and skill:  Online students need to have access to the Internet and 
they need to know how to use a web browser to navigate the World Wide Web.  You 
can use a web browser of your choice but the most common ones are Internet 
Explorer, Firefox, and Netscape.  You will be expected to know how to upload a file 
to the course management software.  Be sure you do not have a space in the 
filename when you attempt to upload it.  While the campus does provide computers 
which online students can use, you need to have additional Internet access available 
to you when the campus computers are busy or unavailable.  Locating multiple 
sources will help you succeed and meet all class deadlines with less stress. 

3. Word Processing skills: You will be expected to type some of your papers using a 
word processing program such as Microsoft Word or Word Perfect or Claris Works 
or Open Office.  You should be able to save these files in a common .doc or .rtf 
format.  If you do not have Microsoft Word, then you can download a free Word 
Reader.  

4. Cookies: You need to know how to set your cookies on the computer you use.  
Cookies are important so the course management software can keep track of where 
you have been in the system and what work belongs to you. 

5. Javascript:  Some course management software used in this program requires you 
to have Javascript installed and enabled.  Most computers have this working without 
the user even knowing it.  This is true for the new computers but people with older 
computers can install it.   

6. Pop-ups and Pop-up Blockers:  You need to allow Pop-ups when working with the 
course management software.  If you have turned ON your pop-up blocker software, 
you need to know how to turn it off when working on the class. 

7. Do not block messages:  If you are a student in a Moodle class, do not set your 
profile to block messages.  This prevents the instructor from contacting you. 
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Reasonable Expectations for Online Classes 

1. The virtual classroom will open on the day the class begins and close on the last day 
of the term.  You will be able to log into your classroom the first week of the 
semester.  You should not expect to log in the day you register for a class. 

2. You are expected to read everything on the class home page and follow the links 
and directions on it. 

3. You are expected to drop any online class you do not want to complete.  Do not rely 
upon the instructor dropping you for lack of participation or attendance. 

4. Each unit of lecture is equal to 18 hours of “seat time” in a normal classroom.  Each 
unit of lecture should be accompanied by an additional 2 hours of study time.  If a 3 
unit lecture class is taught in 18 weeks, it would require 3 hours per week of “seat 
time.”  If that same class were taken during a 5-week summer or winter term, it 
would require 10.4 hours per week plus the additional 21 hours of study time.  These 
are good rules for scheduling yourself to work on classes you take online. 

5. You are expected to log into the virtual classroom each week as needed to read new 
announcements from the instructor, read assignments, and submit work on time.  In 
classes that are short-term, you should log in daily.  In the event you have technical 
problems, you are expected to locate another computer to continue logging into the 
virtual classroom.  If work is lost on a home computer, you need to contact the 
instructor to discuss the issue.  Thus, a printed copy of the course syllabus and other 
pertinent information should be kept for emergency situations when technical 
difficulties develop. 

6. You can expect to have your instructor respond to your email questions and phone 
calls within a couple of days time.  If you do not get a response, try again.  When 
leaving a phone message, speak slowly and give your name, class and phone 
number twice at the beginning of your phone call.  If you can’t reach your instructor 
within 3 days, you can contact the dept. office and speak to the dept. chair. 

 

Tips to Be a Successful Online Student 

1. Read all of the information on the class home page, the online program home page, 
and the instructor’s home page to find answers before contacting the instructor to 
ask questions that are already answered on those pages. 

2. Attend the orientations to the course management software and your specific class if 
there is one. 

3. Keep your email id listed in the Student Information System current.  That is one way 
your instructor has to contact you. 

4. Learn to use your new LATTC student email account.  Check the Moodle home 
page for directions go to the Learning Skills Dept in C-102 if you need additional 
help. 

5. Check your junk email folder a few days prior to the start of a new class and for at 
least one week thereafter.  The email sent by your instructor might go into your junk 
mail folder and you would believe the instructor never tried to reach you. 
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6. Take responsibility for contacting your instructor when you don’t understand what is 
required of you. 

7. Don’t assume your first email or phone call reached your instructor and was read by 
him or her.  If you don’t get a response, contact your instructor again and politely ask 
for assistance.  Give at least 24-48 hours for your instructor to respond.  He/she will 
probably be receiving hundreds of emails and calls each week.  He/she is trying to 
help everyone, but sometimes that task is impossible.  Therefore, be understanding 
and continue to try to reach him/her in multiple ways to get the help you need.   You 
might not get a response to a Welcome Form.  The instructor might just take that 
information and store it for later contact when needed. 

 

Frequently Asked Questions 

How do I enroll in online classes:  You enroll in online classes the same way you 
enroll in on-campus classes.  Use the STEP (telephone system), or the online student 
information system through the web, or register in person. 

What do I do after enrolling in an online class?  Go to the class home page and read 
all information on it.  Follow the links, complete the forms and send email to your 
instructor.  If the syllabus or web page lists the textbook, make arrangements to 
purchase it.  Review the tutorials for your course management system and plan to 
attend any orientations for your class. 

How do I contact my instructor if I need help?  First way to contact an online 
instructor is through the course management system message center.  Second way is 
via email.  Third is via phone.  After that you can send mail through US postal service, 
go to campus or even meet them before or after they teach a class on campus.  If all of 
those methods fail, contact the department chair and request the instructor’s assistance. 

How do I know what textbooks to buy and how do I buy them?  You should check 
your class home page for textbook information.  Check the course syllabus available 
from your instructor, which might be posted to their personal web page sites.  You can 
get your textbooks by going to the campus bookstore or by calling the campus 
bookstore.  In the future we will have a form you can print and fax to campus to have 
the bookstore ship your textbooks directly to you.  This should be available before the 
spring semester begins. 

Are there online meetings or specific meetings on campus for my class?  Check 
the Orientations page at: http://www.lattc.edu/lattc/on_line/orientations.htm for a list of 
the general course management system orientations and specific class orientations that 
are posted.  Also check the class home page and the instructor web site in the event 
more current information was posted there. 
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How do I log into my virtual classroom?  Check the information on your class home 
page to see if login directions are posted there.  If you are using Moodle, go to 
http://moodle.lattc.edu and read all of the directions on the home page and the links in 
the upper left hand corner.  If your class uses anything other than Moodle, your 
instructor should provide you with directions via the class home page, his/her web site, 
or via email.  Be careful that some of the textbooks have login directions and those must 
be purchased at the LATTC bookstore. 

How do I submit my assignments and take my tests?  In classes that are taught 
entirely online, assignments are submitted through the course management software.  
You should get special permission from your instructor if you need to make assignment 
submissions in any other way.  Most tests are also done via the course management 
software but the instructor might require you to take a midterm and/or final exam on 
campus.   

What should I do if my computer breaks down?  The student is expected to locate 
another computer to continue logging into the virtual classroom.  If work is lost on a 
home computer, the student needs to contact the instructor to discuss the issue.  This 
probably means the student will need a printed copy of the course syllabus and other 
pertinent information to be prepared for emergency situations when technical difficulties 
develop.  You should consider keeping back up of all of your work on a thumb drive or 
email it to yourself where it stays in “cyberspace” until the end of the term. 

Where can I access the online class from on campus?  The availability of computers 
on campus is not constant from one semester to the next.  The open computer lab in C-
109 is scheduled to be open from 8 am to 8 pm Monday through Thursday.  It is 
scheduled to be open from 8 am to 1 pm on Friday.   You can also try to locate cyber 
cafes near where you live or work. 

How do I enroll in Math and English classes?  Math and English classes usually 
have a pre-requisite which can be met by taking the college placement test in the 
basement of the K-building Monday through Wednesday between 9 and 5 or Fridays 
from 9-11 am.  Call  213-763-5339 to make an appointment or get additional information 
on the assessment test.  If you have taken the pre-requisite at a college within the 
district, you have met the pre-requisite.  If you have taken the pre-requisite class at 
another college, you will need to bring official transcripts plus a description of the class 
from the college catalog to matriculation office.  You can also file the Prerequisite/Co-
requisite Challenge Form.  This form is available in the Matriculation Office. 

What are tuition fees and is financial help available?  Community college tuition fees 
in California are $20 per unit for residents.  Non-residents tuition is $159 per unit plus 
the $20 per unit.  The best method to start getting financial aid is to begin at 
http://www.fafsa.us/index.htm and complete a form.  That form will automatically enroll 
you in both federal aid and the Board of Governor’s Fee Waiver (BOG) for California 
community college tuition. College financial aid office is located in A-130. 
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How do I get my grade transferred to another college or high school once my 
class is done?  You can start at the campus home page (http://lattc.edu) and select the 
Admissions and Records office link.  You can then select the Transcript link and either 
fill out the form online and then print it, or print the form and then fill it out.  You need to 
sign the form and then send it the campus at:  Transcript Request, LATTC, 400 West 
Washington Blvd, Los Angeles, CA 90015 

 

Research Online Using LATTC Databases 

Databases include the following: 

 Access Science – Database Search on Science and Technology 

 Biography Resource Center – biographies 

 Country Watch 

 EBSCOhost – Periodical Articles 

 Electronic Books – Electronic Books 

 Gale Virtual Reference Library  

 Grolier Online – Encyclopedia Articles 

 Handbook of Chemistry and Physics 

 Opposing Viewpoints – Social Issues – Viewpoint Articles, Topic Overview – 
Statistics, Primary Documents 

 Literature Resource Center – Author biographies, criticism and analysis of 
author’s works. 

 Matter of Fact – Facts, statistics, surveys, polls, comparisons, etc. 

 NewsBank – Newspaper articles, New York Times, New York Times Book 
Review, New York Times Magazine 

 Oxford English Dictionary  

 ProQuest(Ethnic Newswatch/Los Angeles Times) – Database Search 

To access the databases, go to http://lrc.lattc.edu 
 
Login id: enter your student ID number. For the password,  
Password: enter your birth date in six digit format (mmddyy) without slashes. February 
14, 1975 would be 021475. 
 
 
Other LATTC Library resources can be found at their web site: 
http://library.lattc.edu/onlinerefsrc.html 
 
 



Summer 2008 Online Student Guide – Los Angeles Trade Technical College 

Page 12 of 24 

LATTC Academic Honesty and Standards of Student Conduct 

LATTC Standards of Student Conduct: A student enrolling in one of the Los Angeles 
Community Colleges may rightfully expect that the faculty and administrators of the 
colleges will maintain an environment in which there is freedom to learn. This requires 
that there be appropriate conditions and opportunities in the classroom and on the 
campus. As members of the college community, students should be encouraged to 
develop the capacity for critical judgment and to engage in the sustained and 
independent search for truth. 

All persons shall respect and obey civil and criminal law, and shall be subject to legal 
penalties for violation of laws of the city, county, state and nation. All visitors making use 
of the facilities or grounds of any college of the District will be asked to sign a statement 
that they have received the Standards of Conduct and the rules relating to campus 
visitors adopted by the Board of Trustees. Signature will not be a prerequisite to 
activities on campus. A record will be kept of all persons who use the facilities or 
grounds of the college. 

Conduct in all of the Los Angeles Community Colleges must conform to District and 
college rules and regulations. Violations of such rules and regulations may result in 
disciplinary action depending on the individual's status as student, faculty, staff or 
visitor. Violations of such rules and regulations include but are not limited to the 
following: 

Board Rule 9803.12 Dishonesty. Dishonesty, such as cheating, or knowingly furnishing 
false information to the colleges. 
 

Disciplinary action may be taken upon a student who violates Board Rule 9803.12 

 

(Refer to http://www.lattc.edu/lattc/catalog/catalog_general_information.htm#ssc for 

additional information on Student Conduct at LATTC.) 

 
 

In order to assist all students in their quest to avoid plagiarism and cheating, the 

following references are being given.  These include facts on plagiarism, note taking, proper 

references and permissions to use published material.  If you have any questions, you can 

ask the librarian or your instructor to assist you. 

 

Plagiarism Links: 

 Northwestern University Academic Integrity: 

http://www.northwestern.edu/uacc/plagiar.html 

 Fairfield University Library – Links on Plagiarism and Copyrights:  

http://www.fairfield.edu/x7990.xml 

 Fairfield University Library  

o Note taking Tips: http://www.fairfield.edu/x14506.xml 

o Quotation Tips:  http://www.fairfield.edu/x14507.xml 

o Paraphrasing Tips: http://www.fairfield.edu/x14508.xml 

o Citation Styles:  http://www.fairfield.edu/x14509.xml 
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o Works Cited Tips: http://www.fairfield.edu/x14511.xml 

 DePauw University - Avoiding Plagiarism: 

http://www.depauw.edu/admin/arc/writing_center/plag.asp 

 University of Southern Wales: Avoiding Plagiarism:  

http://www.lc.unsw.edu.au/onlib/plag.html 

 

General Reference Links to assist students with research: 
 Long Island University's list of extensive references links: 

http://www.liu.edu/CWIS/CWP/library/ref/virtual1.htm#Art 

 LATTC Library Links and Online Resources:  

http://www.lattc.edu/dept/TLIB/Reference%20Resources.htm 

 Marin College Professor Links to Research & Tutorials:  

http://www.marin.cc.ca.us/~adair/workshop.html 

 Marin College Professor –Essay Writing Tips: 

http://www.marin.cc.ca.us/~adair/tips.html 

 Purdue University Library Quick Reference Links:  

http://www.lib.purdue.edu/eresources/readyref/ 

 Google Search Engine Tutorial:  http://www.googleguide.com/ 

 Web Search Strategies:  http://www.learnwebskills.com/search/main.html 

 Oxford Reference Online:  

http://www.oxfordreference.com/views/GLOBAL.html?authstatuscode=200 

 

 

 

Note:  Copying large sections of an online document and placing it into your paper is 
not acceptable.  You will be expected to write your assignments in your own words.   
Assignments which are plagiarized can result in a failing grade on that assignment.  
Repeatedly plagiarizing assignments will result in multiple failed assignments which will 
impact the semester grade.

http://www.liu.edu/CWIS/CWP/library/ref/virtual1.htm#Art
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Hours For Computers and Other Services - Fall 2007 
 

The Learning Skills Center web site has promised to keep a schedule of available 
computer lab times and locations for use by the LATTC Online students.  The normal 
Learning Skills Computer Lab hours are posted at: http://www.lattc.edu/dept/tlsc/cl.html 
and the C-109 Open Computer Lab is scheduled to be open from 8 am to 8 pm Monday 
through Thursday plus Fridays from 8 am to 1 pm.  Check their web site for updates.  
http://www.lattc.edu/dept/tlsc/main.html) 

Los Angeles Trade Technical College Computer Lab Policy: 

1. All students using computing facilities are expected to operate within the bounds of 
federal and state law and District policies and standards.  

2. One and only one user will be assigned to a computer.  
3. Children are not allowed in the Computer Lab unless they are enrolled in a class.  
4. Use the computer lab solely to support the instructional process.  
5. Maintain a professional and personal courteous environment and attitude.  
6. Food and drinks are not allowed in the lab.  
7. Phones and pagers must be either off or on vibrate in the labs. 
8. Every student using the Computer Lab MUST have a current LATTC student ID 

card.  Student ID cards available Tuesdays & Wednesdays 9 am -6:30 pm in R-
100.  Current fee receipt and valid photo ID required. 

Los Angeles Community Colleges District Policy:   

1. Conduct that is considered to violate District policy with respect to computing 
facilities includes, but is not limited to, the following:  

2. Sending harassing, intimidating and/or threatening messages through electronic 
mail or other means.  

3. Downloading, storing or displaying obscene or pornographic material.  
4. Using computing facilities in a manner that violates copyrights, patent protections 

or license agreements, including using pirated or unlicensed software.  
5. Knowingly performing an act, which interferes with the normal operation of 

computing facilities, causes damage or places excessive load on the system 
including installing software without authorization.  

6. Attempting to circumvent data protection schemes, uncover security loopholes or 
gain unauthorized access to any information or files.  

7. Intentionally entering, recording or causing to be recorded any false, inaccurate 
or misleading information into the computer systems.  

8. Sending mass advertisements or solicitations, or political mass mailings as 
defined by the Fair Political Practices Commission.  

9. Using computing facilities for commercial or personal financial gain.  
10. Excessive usage of online “chat lines” and computer games.  

 

http://www.lattc.edu/dept/tlsc/cl.html
http://www.lattc.edu/dept/tlsc/main.html
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Contact Information 
 

LATTC Online Program Director:  213-763-3733  
Linda Delzeit-McIntyre (DelzeiL@lattc.edu) with office located in L-270 

 
Admissions and Records Office – 213-763-5300 
Assessment Center – Basement of K building - 213-763-5339 
Bookstore – 213-763-7210 
College Sheriff – 213-763-3600 (business) and 763-3611 (emergency) 
Counseling Center – 213-763-7354 
Disabled Student Programs and Services – 213-763-3773 
EOPS/CARE – 213-763-7117 
ESL Center – 213-763-5337 
Evening Office – 213-763-5560 
Financial Aid Office – 213-763-7082 
Information Center – 213-763-5337 
Learning Skills Center – 213-763-3738 
Library – 213-763-3950 
Matriculation – 213-763-5348 
 
Additional campus phone numbers can be located online as follows: 
   Faculty and staff:  http://www.lattc.edu/lattc/directory.htm 
   Departments: http://www.lattc.edu/lattc/directorydepts.htm 
 
 

 If you have problems inside the virtual classroom – contact your instructor.  

 If you have problems logging into your Moodle or campus email accounts – contact 
Linda Delzeit-McIntyre and indicate which account, your name and student ID 
number.  

 If you believe your instructor is “absent” and is neither responding to you nor grading 
assignments for more than a week, contact the dept. chair or the dean over that 
discipline.  
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Textbook Order Form – Summer 2008 ONLY – Not to be used for Fall Classes 
 
Name of Student: ___________________________________     
Student ID: _______________ 
Contact Phone number: _(________)____________________ 
Email ID: ___________________________________________________________ 
 
Indicate the quantity of the books you are purchasing and then the total cost.  Tax and 
shipping are calculated at the bottom. 
 

Qty Class Books Cost Total 
Cost 

 Art 101 
Gardner's Art Through the Ages: A Global History, Volume I,  
Fred S. Kleiner    ISBN-10: 0495115495 

 
$121.05 

 

 Anthropology 1 
Biological Anthropology.  5th edition.   ISBN: 9780073530970 

$102.70  

 Business 1 
Contemporary Business 12th Ed. ISBN: 0324680511 

$105.50  

 Business 40 
Microsoft Project 2002 – ISBN: 9780763819347 

$62.25  

 CAOT 84 
Microsoft Office Word 2003: Comprehensive Concepts and 
Techniques, CourseCard Edition, by Shelly, Cashman, 
Vermaat. Publisher: Thompson/Course Technology. ISBN: 1-
4188-4357-1 

 
$87.50 

 

 CAOT 85 
Microsoft Office Excel 2003 ï Comprehensive Concepts and 
Techniques, CourseCard Edition; by Shelly, Cashman, 
Quasney. Publisher: Thompson/Course Technology; ISBN: 1-
4188-4360-1 

 
$87.50 

 

 English 28 
1. Rules for Writers by Diana Hacker (available only 

through LATTC bookstore) ISBN 0-312-47800-3  
Integrated with companion website: 
http://dianahacker.com/rules 

2. Dead Man Walking by Sister Helen Prejean.  
Published by Random House.  ISBN: 978-0-679-
75131-1 

 
$30.45 
 
 
 
$13.95 

 

http://dianahacker.com/rules


Summer 2008 Online Student Guide – Los Angeles Trade Technical College 

Page 17 of 24 

 

 English 94 
1. Rules for Writers by Diana Hacker (available only 

through LATTC bookstore) ISBN 0-312-47800-3  
Integrated with companion website: 
http://dianahacker.com/rules 

2. English Essentials by John Langan and Beth Johnson 
Published by McGraw Hill    ISBN: 0073043265.  Fully 
integrated with its companion web site:   
http://highered.mcgraw-
hill.com/sites/0073043265/student_view0/index.html 

3. If you don’t own a good dictionary, buy the American 
Heritage Dictionary.  Paperback edition is fine. 

 
$30.45 
 
 
 
$30.45 
 
 
 
$5.99 

 

 English 101 
 Rules for Writers Pkg, Diana Hacker, 5th Edition.  ISBN 0-
312-47849-6 

 
$30.45 

 

 English 102 
1. The Stranger by Albert Camus.  Published by Vintage 

Books.  ISBN:  9780679720201 
2. Literature: Shorter Ed.  by Richard Abcarian & Marvin 

Klotz.  Published by Bedford/St. Martins.  9th shorter 
edition.  ISBN: 0-312-45281-0 

3. A rhetorical handbook is needed.  If you don’t own one, 
purchase:   Rules for Writers by Diana Hacker 
(available only through LATTC bookstore) ISBN 0-312-
47800-3  Integrated with companion website: 
http://dianahacker.com/rules 

 
$10.95 
 
 
$36.00 
 
 
$30.45 

 

 English 103 
1.  Rules for Writers, Diana Hacker, 5th Edition.  ISBN: 

0312406851 
2. The Ecology Commerce by Paul Hawken.  ISBN: 

0887307043 

 
$30.45 
$16.95 

 

 Health 8 
Kolander, Ballard, Chandler. Contemporary Women's Health. 
McGraw-Hill,  2005 (2nd Edition)  ISBN: 0-07-287868-1 

 
$83.00 

 

 Health 11 
Hahn, Dale B and Payne, Wayne A. Focus on Health. 
McGraw-Hill, 8th Edition, 2006. ISBN: 0073252034 

 
$80.60 

 

 Health 44 
Sports Nutrition Guidebook, 4th Ed. ISBN 9780736074155 

 
$19.95 
 

 

http://dianahacker.com/rules
http://www.amazon.com/English-Essentials-John-Langan/dp/0073043265/sr=8-1/qid=1163906190/ref=pd_bbs_1/102-0150935-5197724?ie=UTF8&s=books
http://highered.mcgraw-hill.com/sites/0073043265/student_view0/index.html
http://highered.mcgraw-hill.com/sites/0073043265/student_view0/index.html
http://www.amazon.com/Rules-Writers-Diana-Hacker/dp/0312406851/ref=pd_bbs_2/002-4163390-7262443?ie=UTF8&s=books&qid=1177103343&sr=8-2
http://dianahacker.com/rules
http://www.amazon.com/Rules-Writers-Diana-Hacker/dp/0312406851/ref=pd_bbs_2/002-4163390-7262443?ie=UTF8&s=books&qid=1177103343&sr=8-2
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 History 11 
1. Gary Nash, et al. The American People:  Creating a 

Nation and a Society, Vol. 1 (2005)-Brief Edition.  
ISBN: 0536346380  

2. Frederick Douglass. The Life and Narrative of 
Frederick Douglass (There are numerous versions of 
this biography)  

 
$66.00 
 
 
$3.50 

 

 History 44 
1. Mexicanos: A History of Mexicans in the United 

States.  Gonzales, Manuel.  Indiana University Press, 
1999  ISBN: 02532149009 

2. One of the following textbooks for a report: 
a. Migrant Daughter coming of Age As a Mexican 

American Woman by Frances Esquibel 
Tywoniak and Mario T. – University of California 
Press, 2000. (ISBN#: 0-50-21915-0)  Or  (ISBN 
0-520-21915-5) 

b. Breaking Through by Francisco Jimenez  -
Houghton Mifflin, 2001.   ISBN# 0-618-34248-6 

 
$21.00 
 
 
$30.20 
 
 
 
$6.95 

 

 Management 33 
Managing Human Resources 7th Ed.  ISBN: 980072987324 

 
$168.70 

 

 Mortgage Finance 32 
Real Estate Math by Gaines and Coleman, 6th Edition, 
Publisher: Dearborn Real Estate Education  ISBN: 0-7931-
6826-0 

 
$20.90 

 

 Mortgage Finance 36 
Weston, Liz Pulliam. Your Credit Score: How to Fix, Improve 
and Protect the 3-Digit Number That Shapes Your Financial 
Future. Prentice Hall, 2005  (ISBN: 0-13-22545-8-1) 

 
$18.99 

 

 PE 666 
No required text. Recommended Text: Fitness For Life by 
Allesen, Harrison, Vance, 6th Ed. (ISBN: 0-697-23329-4) 

 
$56.75 
 

 

 Political Science 1 
Democracy Under Pressure Cummings and Wise.  Alternate 
Edition.  10th Ed. ISBN: 0-495-50214-6 

 
$115.85 

 

 Psychology 1 
Hockenbury and Hockenbury. Discovering Psychology, 4th 
Ed. Worth Publishers, 2007.  ISBN: 9780716776611 

 
$81.65 

 

 Psychology 41 
The Developing Person Through the Life Span by Kathleen 
Stassen Berger.   ISBN: 1429225874 

 
133.20 

 

 Public Relations 2 
Public Relations Cases, 7th Ed  ISBN: 0495050288 

 
$94.10 

 

http://www.amazon.com/Your-Credit-Score-Improve-Financial/dp/0131486039
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 Real Estate 5 
California Real Estate Law – Sixth Edition – William H. Pivar 
& Robert J. Bruss   ISBN: 14-19515-16-0 

 
$51.35 
(no CD) 

 

 Refrigeration/Air Conditioning 208 
Technician Certification for Refrigerants (Includes CD)  
ISBN:0-8269-0696-6  ©2005 by American Technical 
Publishers, Inc. 

 
$60.20 

 

 Sociology 1 
Sociology: In our Times  (6th editions) by Diana Kendall.  
ISBN: 9780495096566 

 
$96.15 

 

 Supervision 3 
Human Resources 6th Ed ISBN: 97806187944447 

 
$111.60 

 

Subtotal    

 
Credit Card Information: 
Name on Credit card:  _________________________________________ 
Type of Card:   ____ Visa    ____ Mastercard         
Card Number: _________________________________ 
Expiration date:  ______month   _______ year 
 
Signature _______________________________________________________ 
 
Back-up Contact Phone number in the event of questions:  ______________________ 
 
Ship To Information: 
 Name ___________________________________________________ 
 Street Address ____________________________________________ 
 City ___________________   State _______________  Zip____________   

Country  (if shipping outside the US) ___________ 
 
Subtotal of Order:    ________________ 
 Add Tax (8.25%):   ________________ 
Add Shipping: ($5 per book)  ________________ 
Total to be charged to card:  ________________ 
 
Fax the completed form to 213-406-1237.  Be sure to include your email id so you can 
get a message indicating the total cost (should it be different from what you indicated) 
and the date the books are shipped. 
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LATTC Add Permit 
 

You can print this page and complete the add permit with your name and desired class 
information.  You must sign the add permit.  Then fax it to 213-406-1237. 
 
The fax will produce an email which will be forwarded to your instructor.  If the instructor 
approves you to be added to the class, the email will be forwarded to the Registration 
Office for processing.  When you have been added to the class, it will show in your 
Student Information System.  Please log into your Student Information System to verify 
your enrollment.  It will take two days from the time you are added to the online class 
until your account uploads into the virtual classroom.  If you already have a Moodle 
account, you can ask your instructor to simply “move you into the class” so you can get 
started immediately. 
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Directions for Concurrent K-12 Students With Online Classes Summer ó08 
1. Enroll in the college using CCC Apply Online. 

a. Go to http://www.lacolleges.net/admissions/ and Option 1 – Select Los 

Angeles Trade Technical College. 

b. Go through the enrollment process completing the form online.  You need to 

submit an accurate and complete email address so you can be sent your 

Student ID number. 

c. It is best if you enter your social security number into the application.  It will 

allow you an alternative way to get your student ID if the standard procedure 

fails.  

d. Print the confirmation page and keep for your records. 

2. Complete the K-12 Concurrent enrollment Application.  

http://wellness.lattc.edu/online/K12AppRevised-PDF.pdf  The form requires 

signatures from student, parent, and counselor.  Again, enter your email address on 

the form, even if it is at the bottom.    Fax the K-12 form to 213-406-1237.   

3. Visit the Online Program home page at: 

http://www.lattc.edu/lattc/on_line/classes.htm 

a. Click on the list of Summer 2008 classes and then click on the section 

number for each class you wish you take.  That will take you to class home 

page where you can get additional information for your class. 

b. Check out the other links and information available from that page.   Get 

textbook information from the web page if listed. 

c. Review the Online Student Guide. 

4. Order your textbooks from the campus using the Textbook Order Form or get your 

textbooks on campus or through other means.  Some textbooks can only be 

purchased from the campus. 

5. Visit the Moodle home page at: http://moodle.lattc.edu 

a. Read the directions for how to log in, how to edit your profile, and when the 

accounts will upload. 

b. Watch the flash video file that provides some orientation to the course 

management software. 

c. Review the directions for the campus email accounts.  New email accounts 

are uploaded once a week.   Communication from online instructors is sent to 

the campus email accounts until a student logs into the Moodle server and 

edits his/her profile to use a different email id. 

6. Visit the Student Information System and become familiar with how to log in, check 

the schedule, drop classes, and see the unofficial transcript.  Students are 

responsible for using this system to drop classes and verify grades before ordering 

transcripts. 

http://www.lacolleges.net/admissions/
http://wellness.lattc.edu/online/K12AppRevised-PDF.pdf
http://www.lattc.edu/lattc/on_line/classes.htm
http://moodle.lattc.edu/
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7. Visit the Admissions and Records home page and find where and how to order 

transcripts at the completion of the class.  

http://www.lattc.edu/dept/TADR/admissions.htm  

 

Primary Contacts: 

Bridge to College Office:  213-763-5560 – Sylvia Garcia  (bridge@lattc.edu) 

Online Program Office:  213-763-3733 – Linda Delzeit-McIntyre  (DelzeiL@lattc.edu) 

 

Los Angeles Trade Technical College 
Bridge to College Program-Concurrent High School Enrollment 

 
The Bridge to College Program at Los Angeles Trade Tech College (LATTC) provides students 
the opportunity to concurrently enroll in college courses while still in high school.  The purpose 
of the program is to provide advanced scholastic and educational enrichment opportunities for 
eligible students.  

 

Eligible Courses  
 
ü Degree-Applicable/Advanced Scholastics: courses applicable towards a two or 

four year degree or courses beyond the scope of a high school’s program. 
ü Vocational Training: any course in any vocational field (e.g. Architecture, 

Automotive, Cosmetology, Electrical, etc.) 
ü Noncredit Courses: open entry/exit courses that do not carry any college unit 

credit intended for personal enrichment.  
 

Parent/Guardian Information 
 
New students are required to attend an orientation accompanied by a parent or 
guardian. Students are required to submit a complete Concurrent Enrollment Form for 
every term they are enrolled. Parents must review and initial the following as part of the 
registration process: 
 
________ Parents/guardians are responsible for ensuring that the student is 
appropriately supervised before class begins, after the class finishes and if and/or when 
class is cancelled and /or dismissed early. Los padres o guardianes del estudiante son 
responsables por la supervisión del estudiante.  (For online clases, this does not apply.) 
 
________ Health and enrollment fees and non-resident tuition are waived for concurrent 
students as long as they are enrolled part-time (11 units or less during Spring/Fall). All 
books and class materials are your responsibility. You may purchase books at the 
LATTC Bookstore (K-102). Los estudiantes son responsables de obtener los libros o 
materiales necesarios para la clase(s).  
  
________ Students will be treated as adult college students. LATTC cannot and will not 
provide parent/guardian with any personal information including but not limited to: 

http://www.lattc.edu/dept/TADR/admissions.htm
mailto:DelzeiL@lattc.edu
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Los estudiantes serán tratados como adultos al asistir al colegio. LATTC no puede 
proveer ninguna información personal del estudiante a padres o guardianes incluyendo: 

Á Counselor/Student Services Contact-Información de 
conserjería   

Á Grades-Calificaciones  
Á Attendance-Asistencia  

 
By initialing the above information I acknowledge that I have attended an orientation 
and have been informed and understand all the information provided.  (Online 
Orientation is also available at http://lattc.kzonetworks.com with login id = guest and 
password = guest) 
 
Online students need to submit an email id at the time of college enrollment.  That email 
id will be used to send the college student id number.  That student ID number will be 
used as part of the login process for the Student Information System, the campus email 
and the virtual classroom login id.  It is the student and parent’s responsibility to be sure 
to get this student ID 2-4 days after doing the college enrollment process online.  If you 
do not get the student ID via email, contact the Bridge to College Office at (213) 763-
5560. 
 
Only new students are required to attend an orientation accompanied by a parent or 
guardian, should my child decide to continue their enrollment in future terms, I must 
review and sign the Concurrent Enrollment Form each semester.  
 
 
___________________________________  ________________________  
Parent/Guardian Signature      Date   
 
 

Please print, complete, sign and fax the two pages you download from 
http://wellness.lattc.edu/online/K12AppRevised-PDF.pdf  and complete to 213-406-
1237.  Be sure to include your complete email address on this form so you can be sent 
your student ID via email. 
 
Email ID: _____________________________________________________ 

http://lattc.kzonetworks.com/
http://wellness.lattc.edu/online/K12AppRevised-PDF.pdf
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