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A T T E N T I O N !
Quicktime software has been 
replaced by VLC Player.

All UIC faculty, staff, and students are required to change their NetID passwords at least once per 
year.  You will receive an email from Academic Computing and Communications Center.  This is valid.    
You will notice this statement at the bottom of the email
More Information: To verify the authenticity of this message or if you have any questions, please 
contact the ACCC Help Desk (consult@uic.edu or 312.413.0003).

As always, if you have any questions regarding email that may be malicious or if you are just unsure, 
please contact CIS @ 309.671.3400.  

CIS Help Desk # 309.671.3400
Hours of Operation:
M-F 8a.m. to 5p.m.

Due to security vulnerabilities, Quicktime 
for Windows is being replaced with VLC 
player for playing video.  VLC player can 
play any video file Quicktime can, so 
you should not have to change anything.  
A quick start guide can be found here.

If you have any questions or concerns 
please contact the help desk at 671-3400.

“Do not wait for Opportunity, 
create it.”
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Windows Keyboard Shortcuts 
You May Not Be Using 

(But Should Be!) 

Ctrl+A: Select all or highlights everything on the page.

Ctrl+C: Copies everything highlighted

Ctrl+V  Pastes highlighted data.

Ctrl+S:  Saves your work
 

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

Here’s How!

PDF to word

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 PDF

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

Quick tip:

If you log off your computer or VDI at the end 
of the day, Windows Update will run and install 
updates automatically.  This will prevent Windows 
from prompting you to install updates all the time.
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Lynda.com-Online Training
Did you know as a University of Illinois employee, you have access to a large library of 
training videos at https://www.lynda.com. 
Lynda.com is a leading online learning company that hosts training courses that vary from 
Microsoft Excel proficiency all the way to learning how to create your own video game.  
Best of all it is free to UIC or UICOMP personnel.  All you need to do is follow the steps 
below to start learning something new! 

1. Go to https://www.lynda.com
2. Click the Sign In button at the top right of the page
3. Click Organization Login
4. Enter your organization’s URL*  www.uic.edu
 

 

5. Click the Go button underneath where it says “You’ll be directed back to    
 Lynda.com after logging in through University of Illinois at Chicago.”  

6. Log in with your UIC NetID and password (should be the same username and   
 password used to log in to a computer)

7. Once logged in you will have access to thousands of courses. 

*You will only see this the first time you log in, 
afterwards the log in box will look 

like this

Here you can search for a topic or you can click on Library and view all topics

If you click on Library next to the search bar it will bring 
up the Library page and on the right hand side there is a 
video that will teach you to navigate the website to take 

full advantage of what Lynda.com has to offer
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Having trouble? 
Call CIS @ 309.671.3400
Hours of Operation are 8 a.m. to 5 p.m. Monday through Friday

Email is an essential part of today’s world.  However, sometimes sifting through all of them can be overwhelming 
and may take a long part of your working day to do so.  Luckily, outlook has a built in sifting tool that can be 
customized to your liking.  Outlook refers to this tool as “Rules.”
A defined rule looks at criteria that you created and then performs an action that you specify. i.e. anything with 
CIS goes into an “important” folder, because we all know that IT emails are important!!
Here is how to set up rules in Outlook:
1. Click Rules towards the middle of the ribbon at the top of the Window.

2. There are a couple ways you can create a rule:
a. You can create one from scratch
b. You can create one based on the email that you have highlighted
3. When you create a rule there are several options to choose.  In this case emails that are from “UICOMP   
 Help Desk” will be the condition that the rule uses.
4. The action take will be to move the emails into an “Important” folder. 
5. You can customize the actions to alert you every time a rule has been applied.
6. You can also choose from several advanced options which can be used to really pinpoint what the rule is   
 filtering.  Typically, the general rules work well enough.

Creating Rules in Outlook

An important note to keep in mind is to make sure you check the folder(s) that a rule is being used for often.  
Even though you won’t get them in your main ‘Inbox’ you will still receive the email.  Keep an eye on the 
counters next to the folder to make sure you haven’t missed anything (unless, of course, you created the rule 

to just ignore the email\sender all together):
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DID YOU KNOW?
As we have covered in a previous issue...
F5 will refresh your desktop if you have 
missing icons.  If this doesn’t correct 
the issue please contact CIS Helpdesk 
@ 309.671.3400 and we will be happy to 
assist you!

Windows 10 – Edge Browser
Have a Windows 10 laptop and trying to connect to your PC at work?  
If you’re having issues, chances are you are using the wrong internet 
browser.  Windows 10 comes with Edge, Microsoft’s replacement for 
Internet Explorer.  Because Edge is new, it does not work with a lot of 
different systems and websites such as the remote desktop website to 
access your work PC from home.  Here is a comparison of the icons, 
Internet Explorer is on the left and Edge is on the right.

The icons are almost identical so it is very easy to accidently use Edge 
when you need to use Internet Explorer.  To access Internet Explorer on 
Windows 10, go to the search bar next to the Start button and type Internet 
Explorer.  It should show up on the list as a desktop application, you can 
then right click on it and pin it to the task bar for easy access.

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.
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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

mailto:cisfeedback@uicomp.uic.edu

