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Email Updates 
If you have logged in to webmail recently, you 
may have noticed a different look.  We have 
migrated to exchange 2013 to provide a more 
stable and user friendly email experience.

Office 365 email on the horizon!
The planning phase is now underway for the 
email transition and unification with UIC using 
Office 365.  Prepare for the transition by 
visiting go.uic.edu/lynda  Log in with netID and 
password and search for Office 365 Outlook to 
view a great tutorial. 

CIS has been working diligently on upgrading the Datacenter and the services it provides. With the 
new hardware in place, we’ve spent the past few weeks migrating servers from our old equipment 
over to the new equipment. Over the course of two weekends and about a week of afterhours work 
we have successfully migrated most of the major services over to the new environment. Currently 
we have moved 55 servers over, and the last remaining pieces are the old mail servers. We will be 
sending out an update soon about our plans for the Exchange mail environment, along with some 
screen shots of the new look that you can expect with that.  We have already seen a noticeable 
improvement in the efficiency that the servers are running at on the new environment, and the 
alerts and errors we see on a daily basis have all but disappeared. The speed at which the different 
servers communicate with each other has also increased, and hopefully you will notice a difference 
in the speed at which you upload and download documents to the network. As always we continue 
to work towards providing a faster more reliable network for everyone and have several more 
projects that we are working on that we hope will make everyday life for all of you much better.

A new VDI system known as Citrix XenDesktop is in the building and testing phase.  More information 
will be available here as we progress.

go.uic.edu/lynda
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Windows Keyboard Shortcuts 
You May Not Be Using 

(But Should Be!)

This month we have even more 
keyboard shortcuts to make your life easier! If you 

remember last month, we showed you how to quickly 
print, search a document, and get back to your desktop. 

This month we have more useful shortcuts.  As a 
reminder, you hold the first key and press the second to 

use a keyboard shortcut. 

Ctrl+T: When you want to open a new tab in Internet 
Explorer, Firefox, or Chrome, you probably click the 
little tab button on the top, right? Just hit Ctrl+T and it 
will open a new tab for you! What’s more, the cursor will 
automatically be placed in the address bar so you can just 
start typing right away.  
Alt+Tab: When you’ve got a lot of windows open, it can 
be a pain to find what you’re looking for. Holding Alt and 
press Tab to switch to the next window you have open. 
But wait! If you keep holding Alt after pressing Tab, you’ll 
notice a preview window that shows all windows you 
have open. As long as you keep holding Alt, you can keep 
pressing Tab until you get to the window you’re looking 
for!
Tab (and Shift+Tab): You may know that you can use the 
Tab key to move your cursor to the next text box when 
entering information in a form (for example, entering all 
the different parts of your address when buying some-
thing online!). But you can also go the other way! Hold 
Shift before you press Tab and your cursor will automati-
cally move to the previous text box!

QUICK TIP:  Mouse Scroll Wheel

You can use the scroll wheel on your mouse to open 
a web link in a new tab. Just hover over the link and 
push down on the scroll wheel like a mouse button.

Need to convert a word document into a 
PDF or a PDF into a word document? 

Here’s How!

PDF to 

In Adobe Acrobat Pro, open the .PDF file you 
want to convert to word.  At the top click on 
File > Save As Other...> Microsoft Word > 
Word Document.  You will then see the Save As 
prompt.  Choose a location to save the file and 
the PDF will be saved as a word document.

Word to 

Adobe Acrobat and Word

In Microsoft Word, open the document you 
want to convert to PDF.  At the top click File, 
Save As Adobe PDF.  You will then see the Save 
As prompt.  Choose a location to save the file.  
The word document will save, convert to a .PDF 
and automatically open Adobe Acrobat Pro.

If you see this prompt when choosing Save As 
Adobe PDF, select yes
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Security Tips!

 

An unfortunate side effect of today’s technology revolving around convenience is that 
security often goes by the wayside.  When is the last time you thought about how secure your 
information is and what could happen if that security is breached?  Fortunately there are some 
very simple steps you can take to better secure your personal and professional information.

You can use these security tips at work as well as during your personal life.

1.  LOCK YOUR PC when you are away from it.  The number of times PCs are 
left unlocked with nobody at them is incalculable. Often times, sensitive work 
data is clearly visable on the screen.  The worst part is that we’re all guilty of 
it!  A painless thing you can do that goes very far protecting you and your work 
place’s security is to simply lock your screen when you walk away from your PC. 

Quick Tip: To quickly lock your PC, hold 
down the Windows key and press L

+ L
2.  Be AWARE of your surroundings.

This is less important in the work place, but having a sense of 
awareness goes a long way in keeping information secure.  
Are you on an important phone call with traffic walking 
through your office?  Maybe save that conversation for later, as 
you never know who could be listening.  Similarly, in a public 
place like a Starbucks, try to angle your devices towards a wall 
rather than a window, so only you can see the information.

3.  Keep a CLEAN work environment.

Nowadays a lot of security practices 
focus on the digital, and they should, 
but it’s important not to forget the 
fundamentals and historical practices.  
If someone walks by your desk and 
can see vital information in plain site, 
that information is now compromised.  
Always keep sensitive information 
locked away, print out only what you 
need (because all the computer security 
vanishes as soon as the data is printed), 
and try not to attract wandering eyes.

THINGS TO REMEMBER...

Security does not end with your computer.  A cell phone or tablet can 
also be a target.  Utilize the built in security features these devices offer to 
help keep unwanted eyes from viewing your business.

Do not keep usernames and passwords written down at your desk, as 
they can be easily found. Instead, consider using an encrypted password 
management app on your phone such as 1Password.

Try not to leave cell phones, tablets or USB thumb drives unattended.  If 
you are leaving the room for longer than a few moments and you are not 
taking the device with you, lock it up.

Any security concerns or questions should be directed to 
UICOMP CIS

How many words can 
you find?

X N D Y R M B G Z E 
A F U V F N G Q I O 
D F Y L I A M E I T 
S O F T W A R E J N 
T T W P I C I Q E R 
X D E V J R D U D Y 
Y R U G P H U G R J 
N O I T P Y R C N E 
D W H M E L J D E Q 
F S B A N L R I E S 
B S K Y R A B N A K 
G A O I O D F T K X 
O P Q B H V W M C M 
S Z Y X P E O A R V 
Y E T V N U Y X R D 
K J A K S S T N W E 
G P B E U S U Z V I 
V T L G U F L R C C 
I J E R J R W U I O 
R M T E V S A C T V 

EMAIL
ENCRYPTION
HARDWARE
KEYBOARD
MOUSE
PASSWORD
SECURITY
SOFTWARE
TABLET
VIRUS
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LAPTOP LOG IN
Logging in to a laptop is achieved 2 ways.  This can be frustrating when the difference is not clear.  Below we will explain 

the two types, why they are used and how to use them.
The second log in uses what is called a local 
computer account.  This uses a different log in 
name and password and does not have access to 
UICOMP network resources, printers or files.  

The first log in is just like how you log in to a 
Desktop computer with your 
NET ID and Password (ACCC calls this your 
Common Password).  

This method requires the laptop to be 
connected using what is called an Ethernet 
cable and a network port just like your 
Desktop PC is.  

When the laptop is connected this way, you 
will be logging in to what is called AD.  This 
contains all network resources, files, printers and 
share drives such as M: drive.  Once you have 
connected the ethernet cable to the laptop and an 
active UICOMP port, power on the laptop and 

the log in screen will look like this

This log in does not require a wired connection 
and is normally used when the laptop will be 
connected to Wi-Fi such as OSF-Guest.  This 
allows our users to still use the laptop in an area 
where there is no UICOMP network connections 
available.  Most UICOMP laptops will use this log 
in type.

To use this log in, we must ‘Log on to the computer 
locally’.  This means you are logging in to the computer 
with a user name and password that was created by 

CIS such as Peds or Pedsuser and not the network.  

Still Having trouble getting logged in?  Call the CIS Help Desk at 309.671.3400  

Did you know you can also access the UICOMP help desk from your phone or 
tablet?  https://helpdesk.peoria.uic.edu

Here you can see that Log on to: 
doesn’t show AD but instead shows 
COM-P-1BM9V62 which is the 
name of the computer.  This is how 
we log in to the computer.  If it 
shows Log on to: AD  Then you will 
need to type in the username field 
.\ and this will change it to COM-P 
that you see to the right.  After the 
.\ you will enter the log in name 
that was created by CIS, such as 
Peds or Medicine.  If this is the first 
time logging in to the laptop, you 
will enter the 
password that CIS provided and 
you will then be prompted to 
change it.
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One of the best IT inventions in the past 15 years is the USB flash drive.  
Prior to flash drives, CDs and DVDs were primarily used for data transfer 
between PCs.  USB flash drives allowed for substantially large amounts of 
data to be transferred at a much faster rate, in a smaller package.  It was a 
win-win for everyone.
Have you ever wondered why you get this little icon when you plug in a 
flash drive?

Or why if you eject it you get told it’s safe 
to remove?

USB Thumb Drives

The answer is simple:  Windows is trying to prevent a potential disaster.

If you pull out the flash drive while it is being actively written to or used by your computer, not only could you lose 
the file you’re working on, you could corrupt all of the data on the flash drive, even to the point where the drive is 

UNUSABLE!

What are the chances of this happening?  Relatively low, but it is a possibility.  There’s no real reason not to eject 
your drives and doing so ensures the data is entirely safe, rather than risking it by unplugging it without ejecting.

DID YOU KNOW?
Flash drives typically last for about 
3,000 to 5,000 write cycles, but can last 
for millions of read cycles. They do not 
fail based on age like other media such 
as CDs, DVDs or Hard Drives.  

Flash drives are a valuable resource in today’s world.  They provide an easy way to move data from one PC to 
another without messing with email attachments or file sharing.

USB thumb drives should be purchased from the CIS department through your 
Department Manager.  CIS will encrypt and password protect these.
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It is our goal in CIS to provide 
users with a great customer 
service experience and helpful 

information.
Have an idea or suggestion?  We would 

love your feedback.  
Please email 

cisfeedback@uicomp.uic.edu

CIS HELP DESK NUMBER
309.671.3400

VDI Access...Anywhere!
Using a web browser such as Internet Explorer, enter remote.peoria.uic.edu. This allows you to log 
in to your VDI from any computer in any location.  Remember to always be mindful of security.  
You may see a prompt to install a citrix plug-in, this is safe.

mailto:cisfeedback@uicomp.uic.edu

