Zipping or Compressing files in Windows XP (Method 1)
1. Make sure all the files you want to zip or compress are in one folder

2. Click once to select a file or folder. 

a. You can choose more than one file or folder by pressing the control key and clicking on the file icon or name.

3. Right click to bring up a menu that will have the Send To command in it.

4. Point to Send To and then click Compressed (zipped) Folder on the sub menu that pops up.

5. A new compressed folder will be created for you that will contain the files that you selected.

6. The name assigned to the folder will be the name of the last file selected.
7. You can rename this folder to a more meaningful name such as Lab 2.
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Zipping (Compressing) files in Windows XP (Method 2)

1. Open 'My Computer'

2. Double-click a drive or folder.

3. On the File menu, point to New, and then click Compressed (zipped) Folder. 

4. Type a name for the new folder, and then press ENTER. 

a. NOTE: You can also create a zipped compressed folder by right-clicking the desktop, pointing to New, and then clicking Compressed (zipped) Folder.

5. Add Files to the zipped compressed folder

a. Open 'My Computer'

b. Locate the compressed folder (identified by the zipper appearance)

c. Drag files to the compressed folder to compress them

How to Submit Labs in Blackboard

1. Make sure your virus checker is current.

2. To submit an exercise or lab follow these steps:
a. Click on the Assignments button in Blackboard.
b. Choose the assignment that you wish to submit.
c. Add any comments for me in the Comments box (comments are required for submission - Blackboard rule, not mine!). 
d. Click the browse button to find your zipped file. Make sure the correct path and filename appear in the Attach File text box.
e. Click  submit when you are ready to send the assignment.
f. Submit only the solution to the assignment that you clicked. This is dynamically tied to the grade book. As soon as you submit the assignment a green exclamation mark will appear in the grade book. That tells me that an assignment has been submitted.  That also tells you that the assignment has been submitted successfully.   One I grade the assignment the green exclamation mark will be replaced by a grade.

g. If you see a lock symbol in the grade book, it will tell you that something went wrong in the submission process.  You should email me so that I can clear your attempt and you can resubmit the assignment.
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3. If you need help with an exercise then send an email with a subject line that is the same as or similar to the following:
09358: Help Needed with Lab x.
Or
09358: Question about Lab x.

where x is the particular lab number.  It does not matter what you write in the subject AS LONG AS you have your synonym in the subject line.  An email sent without your synonym number in the subject line will not get a response.
4. Also, post your question to the class discussion board. Do NOT post your code to the class discussion board.
5. Grades will be posted on Blackboard. Grades will never be sent by email. To view your grades, go to the tools menu and click on My Grades.
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