NORTHERN VIRGINIA COMMUNITY COLLEGE
WOODBRIDGE CAMPUS
ITE-115  Introduction to Computer Application & Concepts 
Class Number: 19963 Section 014W – 3 credits – Room - 305
Spring Semester 2009 Time 7:00pm- 9:50pm Wednesdays
TEXT Books: Discovering Computers 2009
 ISBN-10   1-4239-1198-9, by Shelly, Vermaat
Microsoft Office 2007: Brief Concepts and Techniques
 ISBN-13:  978-1-4188-4326, by Shelly, Cashman and Vermaat
New Perspectives HTML and XHTML 5th Edition Introductory
ISBN-13:  1-4239-2545-9, by Patrick Carey 
Publisher: Thomson Course Technology   http://www.Course.com
						
Instructor:  MOSTAFA JANNATIFAR     Phone:  (703) 878-5712  
E-Mail: Mjannatifar@NVCC.edu Home Page: Http://www.nvcc.edu/home/mjannatifar
Office hours:	Before and after class or by appointment

COURSE DESCRIPTION:
This course introduces basic through intermediate computer concepts with an emphasis on the personal computer and its practical use, including hardware, application and system software. Focus on this course is on the basic knowledge required to be computer literate in today’s digital world. This course also covers concepts and Internet skills and uses Microsoft Office 2007 suite, which includes Word processing, Spreadsheet, PowerPoint and Access, web page design using HTML and XHTML, computer security, and computer ethics.

GOALS:
The purpose is to provide the students with the fundamental concepts, techniques, and application required to be a computer literate in today’s digital world.

Materials:   One USB flash drive to store student files and projects, a manila folder with pockets for homework projects and assignments.

CLASS WORK:
This class is both lecture and in class hands-on laboratory.  I will present the subject matter of the chapter for the day during the first part of the class. You will then have the rest of the class period to complete the chapter assignment(s).  I encourage your participation and asking questions.  There are no handouts other than this syllabus at this time. 

Assignments:  Students are expected to complete reading assignments before each class, attend class, and submit homework assignments on the scheduled due dates.  You are welcome to turn in the homework assignments early if you so choose.

COURSE PREREQUISITES: Read and write at college level

WITHDRAWAL POLICY AND CALENDAR OF EVENTS: http://www.nvcc.edu/calendars
You may voluntarily withdraw from the course and receive a grade of “W”, no later than March 27 
, 2009. After this date you will receive an “F” since it is your responsibility to withdraw

ATTENDANCE POLICY:
Education is a cooperative endeavor between s student and your instructor.  Instructor plans a variety of learning activities to help you master the course content.  Your contribution is to participate in these activities within the framework established in the class syllabus. Successful learning requires good communication between you and your instructor; therefore, in most cases, regular classroom attendance is essential. In the event of unexpected absences, your instructor may administratively withdraw you from the course.

FIRE/EMERGENCY EVACUATION PROCEDURE:
In case of emergency, please follow the emergency procedure as discussed on the first day of class and as posted in the classroom. NVCC is a place for learning and growing.  You should feel safe and comfortable anywhere on this campus.

ACADEMIC INTEGRITY:
	When College officials award credit, degrees and certificates, they must assume the absolute integrity of the work done by you; therefore, it is important that you maintain the highest standards of honor in your scholastic work.  Academic dishonesty cannot be condoned.  When such misconduct is established as having occurred, it subjects you to possible disciplinary actions ranging from admonition to dismissal, along with any grade penalty the instructor might, in appropriate cases, impose.  Procedural safeguards of due process and appeal are available to you in disciplinary matters.
	Academic dishonesty, as a general rule, involves one of the following acts:
1. Cheating on an examination or quiz, including the giving, receiving or soliciting of information and the unauthorized use of notes or other materials during the examination or quiz.
2. Plagiarizing or appropriating passages from the work of another individual, either word for word or in substance, and representing them as one’s own work.  This includes any submission of written work other than one’s own.
3. Colluding with another person in the preparation or editing of assignments submitted for credit, unless the instructor has approved such collaboration in advance.

American with disabilities Act of 1992 Statement:
Inform the instructor within the first two weeks of classes if you have special needs or a disability that may affect your performance in this course.

READING ASSIGNMENTS:
Students should have completed the required reading assignments prior to class time in order to discuss the material in class.  The purpose of our class time is to emphasize the more important concepts and clarify difficult-to-understand principles.  Do not make assumption that just because something is not covered in class you won’t be tested on.

EVALUATION:
Students are required to be present for all exams.  There will be a total of 2 exams given throughout the semester, plus a final exam to be given during the final exam week.  Make up exams will not be available.  Exceptions to this policy must be submitted in writing with appropriate documentation.  All make-up exams must be completed prior to the class reviewing the exam.  Once the class has reviewed the exam, make up exams will not be possible.	
	
	Grading Scale

	90 - 100
	A

	80 - 89
	B

	70 - 79
	C

	60 - 69
	D


	
	Homework/Projects	30%
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]	Term Exams	30%
	Final Exam 	40%
	Total	100%
                                                                              




Rules:
Put your cell phone on vibrate mode if you are expecting a call. Turn in homework/projects on due dates and take the exams at the times scheduled. No make‑ups will absolutely be.  Contact me if emergency situations develop.  If you must drop the course for some reason, please discuss your options with the instructor in order to avoid a failing grade.

*** NOTE *** Instructor has the right to alter or change the syllabus as deemed appropriate. 

Logging onto to the Network

To find your exact user ID use the Internet Explorer and use the following URL http://www.nvcc.edu/Stu_Id/search.asp ,  type your Student Id or Social Security Number into the Student LAN ID Search window and press enter.  Please call the IT Help Desk at (703) 426-4141 if you cannot log in.  They will NOT respond to email. 

Your password will be MMDDXXXX where MM is the month of your birth, DD is the day you were born and XXXX is the last 4 digits of your SSN.
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