Client Packet:   Initial  Administrative Task
Tony Polito


Initial Administrative Task (AT01)  You are to submit an E-Mail to me from the complete, accurate, active and functioning personal E-Mail address that you choose to use during this course.

The primary purpose of this task is to provide the complete, accurate, active and functioning personal E‑Mail address that is promptly required to append you to the Course Discussion List.  The E-Mail is to include:

1)
Your full name

2)
The name you wish to be called by (eg, Bob versus Robert)

3)
The academic term and time this section of the course meets

4)
Your major a/o concentration

5) A four to seven letter password of your choice that you will use to identify your marks online.  You, of course, should not reveal your password to anyone else.  

All students will be able to see all passwords online.  For each student, the password will right next to his/her marks.  Avoid referencing your own name,part of your name, offensive or vulgar terms and your E-Mail address within your password.  Please use letters, not numbers, in forming your password.  You are ultimately responsible for selecting a password that does not compromise your grade privacy.  For various reasons, I may have to change your password selection (eg, when more than one person picks the same password).  If so, you will be notifed by E-Mail.  

While the following information is not required, it will generally assist me in course administration.

6)
The telephone number you wish me to use should I need to contact you

7)
Your 'standing' (eg, Junior, Senior, Grad Student)

8)
Your hometown

9)
Your WebSite or HomePage(if you have one)

10)
Your fraternity / sorority affiliations

11)
Your work experience

12)
Your personal a/o professional goals

13)
Something interesting a/o unusual about you

If you do not have an EMail address, obtaining an Arches acccount is one recommended solution;  handouts and lab assistants are available at computer labs site throughout the University.  

BE SURE to read the instructions contained in the Syllabus regarding the EMailing of assignments.  
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