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I am grateful for what I am 
and have. My thanksgiving 

is perpetual.
 

— Henry David Thoreau

CIS will be upgrading 
everyone to the newest version 
of Microsoft Office. This is 
because the upcoming migration 
to UIC’s cloud email 
solution, Office365, is 
not compatible with 
Office 2010.

We will deploy 
Office 2016 to all 
UICOMP Computers 
starting December 3rd 
automatically over 
the weekend. Due 
to the number of computers 
involved it could take several 
days for everyone to see the 
new Outlook, Word, Excel and 
PowerPoint. 

Many of the changes to 

Office are simply cosmetic. The 
menus and icons look different. 
However, there are some 
powerful new features as well. 

Please take the time 
to review the Office 
2016 trainings on 
Lynda.com. CIS will 
also be providing face 
to face training on the 
changes in Office 2016, 
and will answer any 
questions you have 
after you review the 

materials through Lynda.com. 
Training dates were announced 
recently via email. 

As always, call the Help Desk 
at 671-3400 if you have any 
questions.

Get the keys to  
your new Office

Prepare Today. . .Succeed Tomorrow!

Wavelength
Monthly Tips and Solutions Focusing on Common Technology Questions 

and Issues You May Encounter During the Workday

By UICOMP CIS

New UICOMP logo rolled out
You may have noticed our logo has a different look.
The newly approved logo combines the UIC “dot” and 

typography with the familiar UICOMP flame.
If you would like to download the new logo to use in 

documents or emails, visit peoria.medicine.uic.edu/logos.

http://peoria.medicine.uic.edu/logos/
https://www.lynda.com/search?q=office+2016
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Get to know your printer on a  
first-name basis 
Have you ever needed to find a printer’s name for a ticket? For the purpose of troubleshooting, we often need a very 

specific printer name to assist, but sometimes it may be hard to determine which sticker is the one we need.  Hopefully 

the following will help! 

Both the blue university sticker beginning with “P24” and the black CIS sticker are used for asset tracking and inventory, 

but are not used for printer identification on the network. 

 

 

 

Long white labels beginning with “PRS” are the Epic printer designation.  This is the name of the printer within Epic. 

 

 

Long white labels summarizing the department and location (Peds-HC401-17 for example) are used for UICOMP printing.  

This is the label we most often need for troubleshooting, toner orders, and mapping users to a printer. 
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O F F I C E  C O R N E R  

Want a more manageable web address? 
Some addresses, such as 1 Illini Drive or 1600 Pennsylvania Avenue, are easier to remember than others. The same thing 

is true for web addresses (URLs).  

Long URLs can be difficult to remember and almost impossible to retype. Sites such as Bit.ly and Tiny URL can generate 

short web addresses that redirect to a long, unwieldy URL. For UICOMP pages, CIS can do the same thing.  

For example: 

 peoria.medicine.uic.edu/departments___programs/communication___information_services  

is shortened to peoria.medicine.uic.edu/CIS 

 peoria.medicine.uic.edu/cms/One.aspx?portalId=513437&pageId=32662867  

is shortened to go.illinois.edu/peoriaresidencyinfo.  

If you want your webpage address to take up less space in a brochure or to just roll off the tongue a little better, put in a 

ticket with CIS, and we can create a custom URL shortcut. 

 

Quickly move table rows up or down in Word 
This tip is most useful when working in a table, although it can also be 

used to reorder paragraphs outside a table. Let’s say you decide you 

want the third row of a table to be the top row. Just click within the 

third row, hold down [Alt][Shift] and press the up arrow key twice. Each 

time you press the arrow key, Word will move the row up one. You can 

select multiple rows to move them as a block, and you can use the down 

arrow key if you want to move text down instead of up. 

Using this shortcut gets a little tricky if you’re moving big pieces of text 

outside a table. It’s easy to lose track of what’s being relocated where, 

and you might find it easier to take a standard cut-and-paste approach 

in those situations. But when the text is small and manageable, the 

shortcut is fairly handy. For example, if you need to move an item up or down within a bulleted or numbered list, you 

can just click in the item’s paragraph and use the [Alt][Shift] and arrow key combo to move the item to the desired spot. 

Would you like to share your tips or ask a question about Word? If so, please submit them to Karen Luna (kmluna@uic.edu). 

 

 

http://peoria.medicine.uic.edu/departments___programs/communication___information_services
http://peoria.medicine.uic.edu/CIS
http://peoria.medicine.uic.edu/cms/One.aspx?portalId=513437&pageId=32662867
http://go.illinois.edu/peoriaresidencyinfo
mailto:kmluna@uic.edu
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