Hello everyone!
Who We Are

The School of Technology lab assistants welcomes you to the new quarter. Our role is to provide you with help and support. We offer technical support on software. We are not able to provide guidance in terms of course assignments. Visit http://vle1.capella.edu/support/ to find answers to frequently asked questions. (It would be beneficial to take the time to review this site as many of your questions will be answered right away.) You will also find a wealth of additional information that can help you as you progress through your program, so be sure to take a look!
As lab assistants, for the School of Technology, it is our job to support your courses and aid you in the use of today's most useful technologies:

· Dreamweaver 

· Flash 

· Fireworks 

· Photoshop 

· Microsoft Project 

· Java Programming 

· FTP and more. 
What We Do

We work closely with faculty and staff, within in the school, in order to provide you with accurate and well-balanced support. We strive to respond to all phone calls and emails within a 24 hour timeframe. 
How to Contact Us

When you encounter difficulties in the course, please contact us with any questions.  You can contact us via email (labassistant@capella.edu), or by telephone (1-888-CAPELLA x6001). Lack of detailed information makes it difficult to answer your questions in a speedy manner. When you elect to contact us for help, it is vital that you include the following information: 

1. Include the course number you are taking in the subject line. We support various courses in the School of Technology as well as the School of Education and because instructions and expectations differ, it is helpful for us to know.
 
2. Include your full name. Frequently, email addresses do not give the "real name" of the sender. This allows us to get to know you on a more personal level, and helps us recall your progress through the course.

3. Include a detailed description of the problem, any troubleshooting you have completed, as well as external factors that may impact your problem (i.e. operating systems, computer, etc.). Telling us that something "does not work" is not enough information and will delay our response time, while we request further clarification.

IMPORTANT: When you have questions, you can save time by visiting the support site (http://vle1.capella.edu/support/). If we receive an email with a question that is covered on the site, you will be directed there. 


We would like to make three recommendations, to you, in relation to your course.
· Don't procrastinate! You can get behind quickly and easily so keep up with assignments. 
· Do the book assignments! You will be able to put the various features of your course to practice and will therefore be able to incorporate those into your work.
· Ask questions! Do not allow yourself to get frustrated and do not wait to ask for help.
Hours Of Support

 Lab Assistant office hours support will be available from 8:00am Central Time to 9:00pm Central Time Monday through Thursday and 8:00am Central Time until 5:00pm Central Time on Friday. You can reach a Lab Assistant during all of these hours by email or calling the number above.
Good luck and we look forward to working with all of you throughout the course!

Sincerely, 
Lab Assistants - School of Technology
labassistant@capella.edu
1-888-CAPELLA x6001



