YJ

OUTREACH & EXTENSI¢

UNIVERSITY OF MISSOURI
LINCOLN UNIVERSITY

April, 2002
Vol. 19, No. 2

INNER—— =
CIRCUITS@:

A Technology Newsletter for Extension Specialists

Extension Technology and Computer Services
22 Heinkel Building, Columbia, MO 65211  573-882-2096

Downloading NETG
Courses
page 2

Data Files - Proper
Storage
page 3

ETCS Summer Hours
page 4

Training Anyone?
page 4

ETCS 2002
Summer Hours:

Monday - Friday

7:30 am-12 noon

12:30 pm-4:00 pm
May 20 - August 16

University of Missouri,
Lincoln University,
U.S. Department of Agriculture
& Local University Extension
Councils Cooperating

University Outreach and Extension
does not discriminate on the basis of
race, color, national origin, sex,
religion, age, disability or status
as a Vietnam-era veteran
in employment or programs.

=" \Web Ste Gets New
imﬂcif: LOOk

By John Myers

Extension Technol ogy and Computer Serviceshasbeen busy redesi gning our web
pages. Thesepagescanbefound at http://etcs.ext.missouri.edu/ . Thenew ook
wasdevel oped with easeof useand limited bandwidth asthehighest priorities.
Alongtheleft hand sideof theweb pagesyouwill find our navigation bar toquickly
moveyouthroughthewebsite. Anarrow headisusedtoidentify whichbranch of
theweb siteyou areviewing. Asyou go deeper and deeper into theweb site, new
optionswill appear inthenavigation bar tohel pyou moveabout.

Thenew ETCSweb sitehasall theinformationfromtheoldsiteplusmore. Inthe
"About ETCS' branchyou canview our missionandvisionstatements, finddirec-
tionstoETCSand parkinginformation. Inthe"ETCSStaff" branchyoucanlearn
about the peoplethat make ETCSwork and associate apicturewithaname. The
"Training" branchiswhereyougotoaccesstheNETgcoursesandlearn about
upcomingtraining ETCSisoffering. Therearea somailtolinksinthisareafor you
toinformusof your training needs.

The"HelpDesk" branchfeaturesa" TipsinLessThanaMinute" section. Y oucan
gotothisscreentofind out how to performaparticular function, likesettingup
CTX/Lightwareprojectorsor creating personal foldersinOutlook. Thetipshave
controlsintheupper right hand of thescreento allow you to stop and replay thetips
at your convenience. New tipsarebeingadded all thetime. If you haveaparticular
functionthat you need hel premembering how to perform, just email usandwe' Il
developatipfor youand addittotheweb site. Later additionstothe"Help Desk™
will includeaninventory hel pdesk databasewhereyou can searchfor answersto
problemsyou arehaving andto submit new problemsfor our investigation. There
will alsobeanestimate/ordering systemtoallow youtorequestinformationfor
purchasing softwareand hardware.

TheETCSwebsiteasohaslinkstothe"SDrive" and"Webmail". Thesearehere
soyoudon’t havetoremember theurlstotheseservices. The"Inner Circuits'
branchiswhereyou can gotoread past issuesof our newsletter. Futureplans
includeasearchfeaturetohelpyoufindarticlesof interest.



Themost recent additionto our web siteisthe
"Production Services' branch. Herewetryto
describesomeof thedifferentinformationtechnol o-
giesthatwewouldliketohelpyouutilizeindeliver-
ingyour educational programs. Inthissectionyou
will learnabout streamingaudio, streaming video,
flashapplications, PowerPoint, web based
PowerPoint, web software programs, web data-
baseapplications, WebBoard, and Blackboard.
Includedintheseweb pagesaredescriptionsof
thesetechnol ogies, explainingwhenthey aremost
appropriatetouse. Examplesarealsoincludedto
helpyouget afed for how thesedifferent technolo-
giescanbeusedinyour educational programs. We
encourageyoutolook throughtheseETCSpro-
ductionservices, and contact usif you haveany
guestionsor comments.

Downloading
Courses

by Jill Dourty

If youareinterestedintaking NETgcoursesat
home, NETghasfashionedtheir coursesto meet
theneedsof avariety of users.

Y oucandownload NETg courses, disconnect, take
thecourse, andlater connect againtoNETgto
haveyour resultsuploadedtotheNETgserver.
Conveniently, that processisso painlessand

seaml ess, that you shouldn’ t evennoticeit happen-
ing! If youwant to doublecheck to make sureyour
scoreshaveloaded, then all you havetodois
refreshtheweb pagethat displaysyour training
plan. Follow theinstructionsbel ow todownload the
courseplayer (called Skill Builder DX) andthe
COUrSES.

AfteryouhaveloggedintoNETg, select thecourse
youwouldliketotakeoffline. Clickon"Take
Course" onthenext pageand wait for the player to
open. Whenyou seethe Skill Builder DX window
that says" Start Up Options', choose" Downl oad"
fromthemenu bar at thetop of that window. Y ou
havethefollowingoptions:

¢ FromCourseMap (downloadsentirecourse)

¢ FromMy Learning Track (downloadssections
of thecoursewhichyou choose)

¢ FromFast Track toaTopic (downloadsonly a
specificsubject withinthat course, whichyou
choose)

Onceyou have selected oneof theaboveoptions,
youwill beabletochangeyour mindby clickingon
thedesiredtab. Click onthecheckbox infront of
what youwouldliketodownloadtoselectit. Next,
youwill needtodecideif youwanttodownload
that course, or section or topicwith or without
audio. Y ouwill noticeanincrediblesizedifference
between audio and no audio downl oads, themore
Kblisted, thelarger thefiletobedownl oaded.
Remember tobeconsciousof thefilesizeif youare
onatimeconstraint! Click on"Downloadwith (or
without) audio" tobegindownl oading. Whenthe
window popsup, identify whereyouwanttosave
thiscourse(thedefault|ocationisbest) and click
ok. After thecoursehasfinished downloading,
another window will popuptoletyouknowitis
done. Y oumay either click on" Start Course”
(startsthecourseimmediately) or "Done" (closes
thewindow and allowsfor youtotakeit at alater
point). Now youmay disconnect fromtheinternet
andwork onthecourseoffline.

Whenyou areready to takethe course, click on
your start button, gotoprograms, clickon"NETg"
andthenchoose" Skill Builder DX". If youhave
downloaded morethan onemodul etoyour com-
puter, youwill seeawindow withthosemodules
listed. Select your moduleandthenclick the" Start
Course" button. Y ouwill bepromptedfor your
UserI D, whichisstill thesameasyour email id (the
part before @). Enter your UserID. Click "OK™".
Thecoursewill begin. Whenyou havefinishedwith
your modules, youwill needtoreconnecttothe
internetandlogintoNETgagain. Whenyou access
theNETgweb site, your scoresfromyour down-
loaded course(s) will besenttoNETg’ sdatabase.
Y ouwill not seethishappeningasitwill runinthe
background.

AfteryouhaveconnectedtoNETgagaintohave
your scoresuploaded, itisthensafetouninstall the



course, sectionor topicfromyour computer. Todo
this, click onthestart button, then programsand
thenNETQg. Fromthat list, choosetoUninstall " Skill
Builder DX". Select thecourse(or courses) you
wanttodelete. Click "Ok" inresponsetothe
"Uninstall Complete" message. Y our scoresshould
appear onyour NETg Training Plan page.

Specia Note: Human Resourcetitleshaveaspecial
procedurefor downl oadingand accessing offline.
For additional informationonHuman Resource
titlesor ondownloading thosetitles, pleasecontact
JII Dourty orvisithttp://etcs.ext.missouri.edw/netg/
hrtitleshtm.

Data Files —
Proper Sorage

by Ethan Froese

I’dliketo take some
timeandthank every-
oneon campusfor
savingyourwork fileson
your server drives, affection-

ately knownasyour Ror Qdrive. Thishassaved
memany hourswhenupgradingor replacing
computersand morethanonce, hassavedvauable
datainformation.

The November 1998 issue of Inner Circuits
included an article, Are Your Data Files Save?,
which| wroteabout thissameissuewhen| first
startedwith Extension. Atthat time, most people
weresavingtheirimportantwork filesontheir local
computer drives. Thismadecomputer replacement
areal hassleand unnecessarily placed dataat risk. |
would havetositdownwitheach personandfigure
out just wherehisor herimportant datafileswere
lurking. Sometimesthedatawoul d bescattered
amongst thehard drive. Theold computer hadto
beresurrected many timesbeforeall thedatawas
transferred properly. A real hass el

Now, when someone getsanew computer, |
smplyinstall thesoftware(i.e.—Word, Excel,
Access, etc....) and point these sof twareapplica-
tionstotheperson’'sRor Qdrive.

For those of youwho arenew, let merehash the
twomostimportant reasonswhy itisbeneficial to
saveyour datafilestotheR, Q, and Sdrive.

1. Computer setuptimeisgreatly reduced. When
you get anew computer or areplacement com-
puter, | know exactly whereyour filesare. Y our
fileswill belocated onaserver mostlikely right
thereinyour officeand not onyour local harddrive.
| don’t havetoworry about whereyour last Excel
spreadsheetislocated or if your Word documents
areinc:\mydocumentsor c:\data. | just plugyour
new PCinand, withsomeminor adjustments, you
areoff andworkingagain.

2. Your dataisbacked up. Thishasto be the most
important reason to keep your dataon theserver.
Wedonightly backupsof all theserverfiles. If you
del etethat spread sheet you spent all day laving
over acoupledaysago, wecanrestoreit for you. If
youkept thingsonyour harddrive, restorationof an
accidentally deletedfilewouldbeunlikely.

The appropriatetype of datato be stored onthe
server wouldbeany datayou createinapplications
suchasWord, Excel, Access, etc. Thelatest Felix
the Cat screen saver or Weather Bug isbetter
storedonyour local computer.

Anti-Virus Corner

Current Norton Anti-Virus Versions

ProgramVersions:

Program: 7.50.846
ScanEngine: 4.1.0.6
VirusDefinition File:

Version: 40419
Date: 4/19/2002

(Your versions should be at this level or greater.)

See http://etcs.ext.missouri.edu/tips/default.ntm for
instructions on updating your anti-virus.




Thankstoall of youthat havefollowedmytireless
preaching of computer storagesafety and have
beenrdigioudy keepingtheir dataontheserver.
For those of youwho are new and have not yet
heard thefireontop of the server sermon, keep
your important dataonyour fileserver (Rand Q
drives) andyouwon’t haveto hear my soapbox
screechingacrossthefloor.

ETCS Summer
Hours

by Jeanne Meyer

ETCSwill adopt thestandard campushoursagain
thissummer. Wewill beopenfrom7:30am-12
noonand 12:30 pm-4:00 pmbeginning Monday,
May 20, 2002 and continuingthrough Friday,
August 16, 2002.

Inner CircuitsMailingList Correctiong/Additions-
Send anemail messageto ETCSor call 573-882-2096
to correct an address, add someone to or delete
someonefromthemailinglist.

Extension Technology & Computer Services
22 Heinkel Building

University of Missouri

Columbia, MO 65211

573-882-2096

FAX 573-882-7927

http: //etcs.ext.missouri.edu/

TrainingAnyone?

by Jill Dourty

Trainingat ETCSisback! Coursesarebeing
offeredto Extensionfaculty and staff onthefunda-
mental sof Microsoft programsyou useeveryday.
Belowisascheduleof trainingtobeheld at 22
Heinkel Buildingfor thebeginningof alongand
happy softwaretrainingplan...

Excel 2000 - May 2, 2002: 1:00p-4:00p
Outlook 2000 - May 6, 2002: 1:00p-4:00p
FrontPage 2000 - May 9, 2002: 1:00p-4:00p
Word 2000 - May 13, 2002: 8:00a-11:00a
Excel 2000 - May 14, 2002: 1:00p-4:00p
Outlook 2000 - May 16, 2002: 1:00p-4:00p
FrontPage 2000 - May 20, 2002: 8:00a-11:00a
Word 2000 - May 23, 2002: 8:00a-11:00a
Access 2000 - June 6, 2002: 8:00a-11:00a
Publisher 2000 - June 18, 2002: 1:00p-4:00p
Access 2000 - June 20, 2002: 8:00a-11:00a
Publisher 2000 - June 24, 2002: 1:00p-4:00p

If youareinterestedinsigningupfor any of these
trainingsessions, pleaseemail ETCSat
ETCS@missouri.eduor call Loisat (573) 882-
2096. For moreinformation about these courses,
pleaseseehttp://etcs.ext.missouri.edu/train.htm.




