UNIVERSITY OF MISSOURI

BExtension

Special points of
interest:

9 Get comfortable with
Forefront software

i Yes, you can convert
your PDF to Word

9 Would you like to try
and Adobe Connect

Event?

9 Update your sound
driver

1 Tips and tricks to extend
your battery life

Inside this issue:
Office Communicator
Can Save Money 3

Convert PDF to Word
or HTML

R: Drive
Synchronization

Adobe Connect 10
Continues to Shine

Problems with Sound? 11
Try a New Driver!

Extending Laptop 12
Battery Time

i )
What is Web 2.07 13

Extension Technology and Computer Services

Inner Circuits

A Technology Newsletter for Extension Specialists

March 2009 Volume 25, number 1

Wishing for Spring by Steve Giesel

Welcome and greetings from ETCS. As Spring is just around the corner, we have a
number of things for your consideration that we hope you will find useful. None of
them of course have anything to do with Spring, but a little wishful thinking can't help
but lighten your reading mood, enjoy.

This month we have 3 articles from Joe Lear. He has advice to offer about using the
new security package from Microsoft called Forefront. You will also get information
about how to use Office Communicator for instant messaging and voice over the com-
puter. This is where it's possible to save money in your communication budget, allow-
ing you to use the Web for communications in place of a quick phone conversation.
Joe also gives us some tips about stretching the charge times on our lap top batteries.

Charlie Baerwald provides an update on how the R: drive synchronization works with
the laptop computers. Undoubtedly many of you already make good use of this fea-
ture, but we thought an update wouldn't hurt. Some of you have been encountering

problems with your sound when trying to use Adobe Connect, or just after participat-
ing in an Adobe event. Charlie has a tip that may help.

You'll hear from me on three topics this month. In the past some of you have asked
about converting PDF files back to Word documefte/ell, contrary to what I've said

in the past, it is possible, and easy. In addition | have an update about Adobe Connect
with a link to a scheduling form if you'd like to try an event on Adobe Connect.

If you've ever heard the term "Web 2.0" and wondered what it meant, or wanted to
learn more, | have an article touching on the subject with a link to morgeipth infor-
mation. Look for articles from us in the future that explore Web 2.0 applications and
how you might use them in your work with Extension.

Get to Know the Forefront
Client Security Software by Joe Lear

By now all of you should have installed the new Forefront Client Security software
from Microsoft. For most of you this was done by a logon script that uninstalled the
old Symantec Antivirus (which was represented by the gold shield in the system tray in
the lower right of your computer screen) and installed the Microsoft Forefront Client
=4 which is the green icon with the white checkmark in your system tray. Others had
to manually run the script due to issues with the User Account Control in Vista or
they worked at home or did not work in an office with a file server. We appreciated
your patience with us and the process to get the new antivirus\spyware client installed.
If you still have not installed the new Forefront client or you are having difficulty install-
ing the client, please call ETCS for assistance.
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Get to Know the Forefront Client Security Software

To look at the various features ===
D risoy L 1ok D1 Forefront

of Forefront, Double click the |[[EEiudsatat iy 2 Cliont Soourty
Forefront icon and open the e

Forefront Client Security win-
dow. At the bottom of the
window you will see the latest
antivirus and antispyware defir|
tion dates. These dates shoulc
only be a day or two old at the
most.

Status

Last scanc Today at 1:42 AM (Quick scan).
Scan schedube: Dady arcund 2:00 AM (Quick scan).
You can check for updates by Restme protecion: on.
i Antrorus defintion: Version 14925320 crested on 1/25/2009 at 11:50 AM. !

Antispyware definition: Version 14925320 crested on 1/25/2009 at 11:50 AM. |

running Windows Update or by
clicking the down arrow next to
the help icon and choosing check for updates.

The middle of the window will give you information regarding the status of the client on
your computer.

0 We

@B B

icrosoft Forefront Client Security wlliine A asains - - =

At the top of the window is the __ recommend...doing

Menu Bar. Clicking the Down

Arrow next to Scan allows you "}-f Select scan options a CUStom Scan &
to choose a quick scan, full sce®@ .

or custom scan. A full scan wil 8 icrosoh Foreront Clent Secuity .

scan not only your C: drive but st B then selecting the
all your network drives. We | : | et _
recommend in most cases, do- im oot C:\ drive to be

1 DVDRW Drive (1)

ing a custom scan and then se' i i

share (Voeshare) (5:)

lecting the C:\ drive to be
scanned. Click the OK button,,
then the Scan Now button to
begin the scan. The software i

Scannecd

set to do a quick scan of your computer at 2 am each morning. If you shutdown your
computer, the scan will start up after you log into your computer each morning.

The History icon on the menu will show you any virus or malware that has been found on

your computer and what steps were taken to protect the system from it. You will also see

any programs that are allowed to operate on the system,
and allow more investigation to be done. One you may see is for a file called iqvw32.sys

which is a file for the desktop network card and it is perfectly safe.

I f you click the Tools icon on the menu, Pagezthis
view the quarantined items that Forefront has found. Clicking the Quarantined items link
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shows you all the files that the software has found that have viruses or spyware. If you see

files listed in the Quarantined items list, click the Remove All button to delete these files

from your computer.

The Forefront system tray icon will change colors depending on the status of the software.

If you see an orange icon with a black exclamation mark, Forefront has either missed a scan
of your computer for several days or needs to be updated. Double click the icon to bring

up the Forefront Window and see what needs to be done.

If the forefront icon is red with an X in the middle this is an indication that a virus or other

malware has been found. You can double click the icon to find out the issue and then go

to the history or quarantine items section to get more information on the detected virus

or spyware.

If the forefront icon is gray with a spinning circle, this means that a scan is in progress.

Itis

either the scheduled scan that was missed, or one that you initiated from the scan icon on

the menu.

This is a quick primer on the use and functionality of the new Forefront client. If you do
not see the forefront icon on your computer or you have questions about the new client,

please let us know.

Office Communicator can Save Money

With the economy in bad shape, every Extension office needs
stretch their budget where they can. One way to do this is by
using Office Communicator 2005 to talk with Extension Facull
and staff instead of using the telephone and reducing costs fa
long distance service. Office Communicator allows you to In-
stant Message (IM), share files and even talk in real time to o
faculty and staff in Extension. The only requirement is that th
people you want to talk or IM with have Office Communicator
installed and running as well.

Office Communicator is installed on every Extension machine:—

that has Vista installed. During the initial computer setup, in-

structions were included to setup Office Communicator for your account. If Communica-

) Microsoft Office Communicator

Connect Cgetacts Yoew fctions Help
@ Lear, Joek. ~
Orine

s et e

by Joe Lear

tor has been setup then you should see an icon in your system tray (lower right hand cor-
ner of your computer screen) that looks like a comic dialog balloon with a green
If you do not see this icon or the dot on the icon is red with an X through it, then

you may need to follow the instructions at

S:\MuCampus\ETCS\helpdesk\Communicator\Setup Microsoft Office Communicator.docx

to properly setup office Communicator for use.

If you are still using Windows XP and want to install Office Communicator follow the in-

stallation instructions at

S:\MuCampus\ETCS\helpdesk\Communicator\InstallingOfficeCommunicatorWindowsXP.do

CX
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http://uoeshare.ext.missouri.edu/MUCampus/ETCS/helpdesk/Communicator/Setup%20Microsoft%20Office%20Communicator.docx
http://uoeshare.ext.missouri.edu/MuCampus/ETCS/helpdesk/Communicator/InstallingOfficeCommunicatorWindowsXP.docx
http://uoeshare.ext.missouri.edu/MuCampus/ETCS/helpdesk/Communicator/InstallingOfficeCommunicatorWindowsXP.docx
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ce Communicator Can Save Money

Add a Contact

X

Communicator is tied into the Active Directory an
Outlook, so you can add anyone in Extension as
contact in Communicator. To add a person as a
contact; Open Office communicator by double

clicking on the icon in the system tray, Click Con-
tacts on the Menu Bar and then click Add Contac
You can then choose to search for a contact, whi

How do you want to add a contact?
© By ¢-mail address or sign-in name

Search for a contact
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. . > Cancel
will allow you to search by first name, last name, —
and email address or any combination. You can

X . L , Add 3 Contact =]
cl i c kmaddlgreseorsign n name o ot fornsin et n e b, then b
~ to start r Seal .
know the personds user|mﬂ"“ : oose this
option, do not use O @M wewm h the per -
~ Lompary 7

sonfds username. YOU M i em. edubd

to add the account properly to your contacts. Co
tacts can also be sorted into Groups. Since you
invite multiple people into an IM conversation (ma

of 32 including yourself), you can use groups to organize contacts in to collaborative efforts
or meeting groups.

You can have one to one voice comm
nications using Communicator as well

. . . @ Myers, John (Extension)
You can righiclick on someone in your ke
Contacts list and choose Call, and the '
click Computer, or use the find functio.v'.
to type i usermo@uensystaniEdu to see ifthey are on line and then click the
drop-down arrow next to call, and choose Computer. If this is your first time to connect
via voice, then youdll be taken through t
made and if the person accepts the call, you can begin your conversation. If you are in the

myersj @umsystem.edu

& cal -

Q Computer I

County office you must have the Extension VPN connection running to use the voice call-
ing feature of Office Communicator.

File transfers (of office documents and other files considered safe) can b
transferred from one person to another by simply press the send file icor :'j
during a conversation. +

We hope that youdll find Off ioffiee
communications and that it will help you stretch your office budget.

cator a

oYou <canh
to-one voice
communications

using

Communicator as

h
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Convert PDF to Word or HTML by Steve Giesel " OUme 22 number 1

Did you know it's possible to convert your PDF documents back into a Word document?

Or even into HTML? In the past A number of you have asked me if this was possible and
unknowingl | responded in the negative. Happily | can now correct my error and an-
nounce to you that it is indeed possible to convert your PDF documents back into a num-
ber of text formats such as .txt (text), html, or even in Word format. Indeed these tools

have been available before now but | don't always pick up on such things right away, there's
just too much going on in the Web to keep up with everything. That's why ETCS is always
interested in hearing from you if you've found something new or unique that might help
other Extension Associates do a better job, "on the job."

Now, you should know that a reverse conversion back into Word is not a-step proc-
ess, but it's pretty close. Additionally the Acrobat Professional and Standard versions of
the full program will convert PDF's directly into additional formats suchithgRich Text),
.html , and.xml in addition to text format.

OPTION #1: 0. .. reyv
Convert directly from within the Adobe Reader software itself. The Reader is included
with your current computer set up, and an update is easily available from the Adobe Web

site here http://get.adobe.com/reader/
1. Open your file with Adobe Reader 8 or later.

conversion back

2. Once the PDF file is opénfrom the File menu choose,Save as" Text é into Word is not a
3. A"Save As" dialog opens allowing you to choose where to save the ftid in
format. onestep process,

4. Open the.txt document you just created and Copy/Paste this text into a new
Word document and save it.

5. Reapply formatting as needed. but I t O0s

You now have a Word version of your PDF document.
y cl ose

OPTION #2:

You may use the conversion tools available at Adobe's Web site. From there you can con-
vert a PDF document into text or HTML, and there are two ways Adobe will handle this

for you.

Method A:

You can send the PDF file as an email attachment for conversion; this is handy if the
file is on your computer or one of your local network connections. Click the
pdf2txt@adobe.com or pdf2html@adobe.com _link to attach your file for con-
version. Adobe will return the converted file for you as an attachment to your email
inbox. At present I've been able to get only tpdf2html , address to work but it
seems effective and returned the converted file within %2 an hour or so.

Page 5


mailto:pdf2txt@adobe.com
mailto:pdf2html@adobe.com
http://get.adobe.com/reader/

Convert PDF to Word or HT ML

Method B:
You can use the tool on the Web page itself, just follow the directions below.

1.

Point your Web browser to;http://www.adobe.com/products/acrobat/
access_onlinetools.html

In the field provided enter the URL of the PDF you wish to convert (it must be on
a publicly available Web page somewhere).

Select the format you want, HTML or TXT.

Optionally you can enter info about why you aren't using the converter in Adobe
Reader.

Select the platform you will view the page on, enter Comments if you wish.
Click "Convert ."

Depending on their server load the converted document will be returned shortly
in a new window.

Create a new Word version by Copy/Pasting the text from the returned docu-
ment.

If you need an html file from your PDF this seems to be the best method

Admittedly these tactics are a rourabout way to get a Word document from your PDF
file, but it works. You will want to read the FAQ's dittp://www.adobe.com/products/

acrobat/access_tools_faq.htimcause there are some limitations to the process. This

converter is designed to make a document readable via a screen reader so most format-

tingh except paragraphirigincluding images are stripped from the converted documents.

And finally if you like, it should be easy to find inexpensive software just by Go&gliRg
to DOC .

R: Drive Synchronization

Since the deployment of Windows Vista with the Computer Replacement Plan most spe-
cialists have been using laptops instead of the traditional desktop. The laptop, hooked up

to a docking station (port replicator) with an external keyboard, mouse, and monitor, can

be used as if it were a tower or desktop computer, but with the advantage of being able to

undock it and take it with you.

A few years ago Extension Technology & Computer Services deployed servers in all coun-

ties for the purpose of backing up our most important data. On your computer, what you

see as the R and Q drives really represent space on the server. The R drive is space on
the server with restricted access for your use only, and the Q drive is space on the server

shared by everyone in the office.

The data on your computer is backed up automatically because the Documents folder,

by Charlie Baerwald
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Drive Synchroni zation

Internet Explorer Favorites, Pictures, Videos, and Music
ot her words, when you save a file to any of the above |
on the server. The server makes backups of everyoneds F
every night.

For the convenience of the specialists who work at home and in the field, ETCS set the
laptops tosynchronizedata from the R drive with the local disk (the C drive), so that

when taken out of the office, the |l aptop shows all dat a
copied to C). This is the same as when you have no network connection and you open
OQutl ook. The files are offline, so you can access them

until you connect to the network that your changes take effect on the email server. Syn-
chronization of the R drive is set to occur when the specialist logs on to the computer
with a high speed connection to the server, which means for the mostartthe county
office.

Note the Sync Center icon in the System Tray: @ e WMEO 1027 AM ‘

OAfter y

After you |l og in, take a | oarkwsare rotatihgeli- i c on not
cating that synchronization is occurring. in. .. you 51 |

So what exactly does it mean to O0synchron firs
exists on your R drive is simply being copied to your C drive. If you have gigabytes worth arrows are

of data, this process takes a long tid@ours. Once the initial sync occurs, subsequent
syncs are Oincrementaldé, i.e. only the fi rotating,...synchrbﬁi
ti me. |l magine that youdve taken your | ap- ou
you create a few. Youdve save them to yo
the only copies of the new and modified documents that exist are on the C drive. If the C
drive were to fail, those documents woul d al |y
I f the documents are so i mportant that yo k ev
copy them to a flash drive as part of your backup routine after every major modification.

zation 1i°7s

Now you go into the office, dock the laptop, fire it up, and log in.

If you look at the System Tray Sync Center icon, you see that synchronization is occurring.

The new and modified files from the night before are being copied to the R drive, replacing

old versions. In addition, any files that have been modified on the server R drive get copied
to your C drive (if you happen to also have a desktop computer, and have used it to modify
files).

Someti mes, the Sync Center doesndt know what to do with
the same name on the R drive it wants to replace, but i s
keep. These are called o0conflictso. Conflicts wusual
both locations since the last sync, or if a file has been deleted in one location but has been

changed in the other. Page 7
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Note the exclamation on the Sync Center icon (in the System Tray) when conflicta

exist. How to resolve?
1. Double clickthe System

Tray icon to open the Sync |

Center.

2. Double click theConflicts
icon.

There youdl !l s

OO < @ <« Sync Center »

File Edit View Tools Help

o/

« 49 ) Search

d files that need a decision from
you about what to do with them

Rightclick each one,
have an veawibp-on
tions to resolve 6

A window will open that shows
both files in conflict, including

Tasks . . .

Keep your information in sync
View sync partnerships

View recent sync activity, sync now, or change your sync
View sync conflicts settings.
View sync results
Set up new sync partnerships @ Sync All @

Name Status Categ;ry
Folders (1) ~

Progress )
Status: Last sync on 2/12/2...

@ Offline Files
) Network files availab...
W Offline Files allows y...

Unknown (3) ~

6 ; Conflicts

Ei ; Sync Results
Sync Setup
Unknown

information on size and date modified
Here you get to decide which one to
keep. I f in doub
keep the one that
modified. Proceed until all conflicts
have been resolved. For some this m
take a short while, but after the first
round of conflict
far fewer of them. Some-

times the sync will simply failpEs

What to do? —

1. Double click the icon to open the

Sync Center,

OO [® « syncCenter »

File Edit View Tools
Tasks
View sync partnerships
View sync conflicts

View sync results

Set up new sync partnerships

S B 2]

Help

Keep your information in sync

View recent sync activity, sync now, or change your sync
settings.
@ sync Al @
Name Status Category
Folders (1) -~
@ Offline Files Progress:
] Network files availabl. Status: Sync failed
g Offline Files allows yo. 1errors
Unknown (3) a

é g Conflicts

6 g Sync Results
Sync Setup
Unknown

e

2. then under Tasks, clickiew sync results .

The error will be displayed along with a brief explanation why it failed.

can rightclick and choose Ignore.

In most cases you
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