IST 101 – Computer Concepts – Semester:_____________

Instructor:______________________
Name:________________________ 

Lab Assignment #1 – Windows XP and email - Ch. 1
This assignment is worth 10 points.
You will need a flash drive to complete this exercise.  Complete the following:

1) File Management: 

i. Complete pages 25 – 31. Create a folder called “IST101” on your flash drive.

ii. Open Notepad or Microsoft Word. Write a description of your experience with Mercer College so far.  Save the file as “My Mercer Experience” onto your flash drive in the “IST101” folder.
2) Connect to Mercer Mail.

i. Visit www.mccc.edu, Click on “student and alumni resources”, Click on “Mercer Mail”.
ii. Follow the instructions on the page to get connected to your email account.
3) Send, receive, and reply to messages from your Mercer Mail account.

i. Send messages to several of your classmates telling them about your experience with computers.  Be sure to include a subject!

ii. Reply to several of your classmates.  
iii. Print one message from your “sent” mail folder. 

iv. Print one message from your “inbox”.

v. Send a message to your instructor and attach the file you created in #1 above.  Be sure to include a subject.

vi. Print this message from your “sent” mail folder.
Grading Rubric:

	
	Points

	Mercer Mail
9 - 3 messages printed with correct formatting (subject, from mercer acct, to classmate or instructor, attachment, addressed and signed).
6 – 2 messages printed with correct formatting.

3 – 1 message printed with correct formatting.
	

	Attendance 
1 – Present, on time, and prepared (books, flashdrive).


0 – Late, absent, or unprepared for first lab period
	

	Final Homework grade
	


Visit the IT web site at: www.mccc.edu/info_tech to learn about our academic programs
IST101 is taught at Mercer County Community College, Trenton, NJ

