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5. In the Print dialog box, choose Tri-fold from the Print 
Style list.�

6. Click the Page Setup button to open the Page Setup 
dialog box.�

7. Click the Paper tab in the Page Setup dialog box.�

8. Click Billfold from the Size list.�

9. Click OK to close the Page Setup dialog box.�

10. Click OK to print your schedule.�
Note: The Billfold style prints your schedule in an 

area about the size of a dollar bill, so if you 
print on normal-size paper, you have to take a 
pair of scissors and cut off the excess. 

Keeping an Outlook Calendar in Your Pocket 

Here is a nifty trick in Outlook! One handy calendar style 
is a tiny billfold-sized calendar that contains your sched-
ule, a convenience calendar, and a list of your tasks. �

Follow these steps to create a billfold calendar you can 
use every day:�

1. Click the Calendar icon in the Outlook bar, if you're 
not already in the Calendar module.�

2. Choose View, Current View, Day/Week/Month.�

3. Click either the Day, Work Week, or Week button on 
the toolbar.�

4. Click the Print button on the toolbar (or press Ctrl + P) 
to open the Print dialog box.�

 

Compact a PST (Personal Storage Table) 

If files have been moved TO and FROM the PST file, there is space that can be recovered.   
 
To Compact a PST file: 
 
Click on Tools menu  
Click on Services 
Select Personal Folders  
Click on the Properties button  
Click on the Compact Now button 
Click OK, OK 

Remember that the limit for a PST is 2 GB, but it is best to not let the file get larger than 
2/3 of that amount to prevent corruption.   
 
To check the size:  
Right click on the PST folder in the folder list 
Select Properties 
Click on the Folder Size button 
 
What is 2 GB?  2,147,483,648 Bytes or 2,097,152 KB 
What is 2/3 of 2 GB? 1,431,512,599 Bytes or 1,384,120 KB 

Take Time to Check the Size of the PST File 
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The Current View  button on the toolbar offers a selection of different views of the current window.  The choices for the Inbox, Cal-
endar, and Contacts Current Views are shown below, but other folders also offer other viewing options.  The Contacts folder in-
cludes a view for Phone List that turns your contacts into a phonebook view. 
 
When other views are selected from these menus, the entries in the folder are sorted or displayed as requested. 

Outlook’s Current View Toolbar  

 
Download Clipart from Microsoft  

Open the Clip Art gallery in Word. On the toolbar in the gallery, click the Clips Online button to connect to a special Web site for 
Clip Gallery users. 
 
Click OK to browse for additional clips 
You can browse by category or subject on the web page or type the picture that you are looking for, such as castle, in the search box 
and search for the specific type of clip art 
Place a check mark in the small box under the picture to add to a basket for downloading 
When you are finished selecting clips, in the left pane you will see a Selection Basket section and in there is Review basket to view 
the clips you have selected and Download X number of items 
Click the Download X items 
Click I agree to the license agreement 
You may need to install the Active X Control at the top of the web page 
If so click Install when the window comes up 
Click Continue 
Click Download now 
Click Open 
A Clipart Gallery window will open 
Close the gallery window 
Close the web page 
Tip: 
All clips downloaded from Clips Online will be put in the Downloaded Clips category, as well as any categories that are pre-
assigned to the clips. 
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Outlook Address Book�
The Address Book tool on the Inbox toolbar has several sections:   
 

·     Menu Bar 
·     Tool Bar 
·     The filter entry box labeled “Type Name or Select from List:” 
·     The Address Book search selection box labeled “Show Names from the:” 
·     The results window that lists the entries in the Address Book in alphabetical order, 

numbers first. 
 
When a new email is opened, to select a recipient, find the name of the person to receive the 
email then click on the TO, CC, or BCC button 
shown here:  
 
NOTE:  If the BCC button is needed and does not ap-
pear in the New email window, it can be turned on/off 
in the View menu. 
 
 
 
 
When a Meeting is being organized, the Address Book for Invite At-
tendees has sections for inviting Required attendees, Optional atten-
dees, and Resources such as a projector or scheduling a conference 
room. 
 
If a conference room is included in the planning for the meeting, it 
must be entered into the Resources box!   
 
WHY?  Because if conference rooms are entered as Required or Optional attendees, the conference room Autoaccept feature will 
not work. Therefore, the conference room is not scheduled until the owner goes into the conference room mailbox and accepts the 
meeting.   
 
The problem arises that if two groups schedule 
the Conference room for the same time period 
and the first email is sent to the Conference 
room as a Required attendee, while the sec-
ond email is sent with the Conference room as 
a Resource.  The second request is automati-
cally accepted because the conference room is 
still free until the owner of the conference 
room resource accepts the first appointment.  
The first group may not know for some time 
that they did not get the conference room. 
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The MOHSAIC Support website has a new look.  This one-page website still contains all of the information of the previous 
seven page website.   
 
Across the top is a drop-down bar that provides links to: 

·     “Instructions”—Manuals for SNS (Strategic National Stockpile), MOHSIS, and HM  (Health Management) Immuniza-
tions applications 

·     “MOHSAIC Forms”—Provider Update form, Duplicate Reporting form, and Locating Party Information  instruc-
tions 

·     “Crystal Reports”—Including Crystal Links , Report Catalogs for MOHSAIC HM, MOHSIS, and Latent TB; and 
CASA Instructions  

·     “NAT Links”—For St. Joseph/Buchanan HM; St. Charles Co HM; and St. Louis City HM, MOHSIS, and Service Coor-
dination 

 
 
On the left navigation bar (blue) is information on downloadable MOHSAIC applications, links that will immediately start the 
download of the application clicked upon, and useful Other Related Links. 
 
In the middle white area are the Alerts and Messages that are updated information and events that are scheduled to occur that af-
fect availability of the MOHSAIC applications. 
 
On the right navigation bar (also blue) are links to the MOHSAIC Web applications with the emergency applications at the top 
followed by other Web applications in alphabetic order. 

Introducing the new MOHSAIC Web Site 
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Where are the PST (Personal Storage Table) files? 
To document the location of PST files, their location must be known.  ITSD Recommends that the file be placed on a network drive. 
To find out where they are located follow these instructions: 
 
Right click on the PST file 
Click on the Properties for “…” button 
On the General tab, choose Advanced 
The Path box will display the path to the file, 
They should be located on your H drive.  If they are not there,  
but are on the C drive you can move them to the H drive. 
See the article on page 7 on how to move files from the C to 
the H drive.  If you need further assistance call the helpdesk. 
 
Once you know where your .pst files are located if  
they disappear from your folder list you will be able 
to locate the files and add them back by the following 
these instructions: 
Click File 
Click Open 
Click Personal File Folder (.pst) 
In the look in window choose your H drive and find the .pst folder and double click it. 

Got a New Machine Coming or Not Sure How Many 
PST Folders are Out There? 
 
Click on Start, Search, For Files or Folders 
Select All Files and Folders 
In the search box key in .pst 
Search the C:\ drive in event there are any there and also the H:\ and I:\ drives 
Document the path to each file.  
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There are tips and tricks sheets on the ITSD web page for changing the search 
order of the Address Book.  Note below that Deptartment of Health and Senior 
Services is the first address book to be searched, then Contacts has been set as the 
second to be searched, and last is the Global Address List.  The screen below can 
be accessed by opening the Address Book button on the Inbox toolbar and se-
lecting Tools, Options 
 
To add the DHSS Address book 
· Click Add and then select the DHSS Address book from the list 
· To change the order in which the address books are searched 
· Highlight an address book and use the up and down arrows on the right 

sideof the screen to put the address book in the correct order for searching 
 
For Detailed instructions, go to the ITSD web site 
 http://172.17.34.5/TipsTricks/TipsTrickNav.htm 
Click on Outlook 
Select either “Address Book Options” or “Set DHSS as the default Address 
Book.” 

The Outlook Address Book Search Order 
 

 



During the next month ITSD will be completing site transitions to the new State of MO Consolidated Microsoft Network.  We will 
be copying H:\, I:\ and N:\ drive data to a new Microsoft server.  Your site will be sent the instructions you will need for your login 
on the morning after the conversion.  When they arrive please print these instructions and have them available for reference.  ITSD 
staff will be onsite for assistance. 
  
After the conversion you will notice these changes 
·         At this point you are logging solely into the CDS domain.   
·         You no longer need to maintain passwords in Novell and in CDS.  
·         You will no longer have Application Explorer on your desktop.   
·         Also, you should not need to use the red “N” for Novell login any longer if you dialup.   
·         Though we are leaving the Novell client on your computer for the time being there should not be any need to use it.  Please do 

not use it unless instructed to do so by ITSD. 
For questions or comments, please contact the ITSD Help Desk.  You may contact the Help Desk by the following  
methods: 
Phone: (573) 751-6388 or (800) 347-0887  
E-mail: Support@dhss.mo.gov  
Information Technology page: http://172.17.34.5/support.htm choose Online Support Request. 

Conversion to the New Consolidated Microsoft Network 

Creating a Blank Presentation Design for PowerPoint 
 
Once a template has been applied PowerPoint has no easy way to remove the template for printing plain slides without a background 
design.  The best way to do this is by applying a blank template.  Microsoft has not provided a blank template for PowerPoint in  
Office 2000 so you must create one for your templates file. 
 

Creating a blank template 
Open a blank presentation 
Click OK at the first window to select the Title Slide layout 
Click File 
Click Save As 
In the Save in area navigate to C drive 
Click Microsoft Office 
Click Templates 
Click Presentation Designs 
(The Save in will change back to Templates) 
For the File name type in Blank 
In Save as Type field select Design Template (*.pot) 
Click Save 
 
To ensure that it saved properly  
Click Format 
Click Apply Design Template and make sure that Blank is one of 
the choices 
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ITSD Instructor Led Training is still available. However, not all courses offered are listed at this time, as we are in the process of 
changing course manuals. As soon as the new manuals are ready the courses will be listed on the Web page. To check the courses 
that are being offered go to web address http://172.17.34.5/fpdb/ilt_enrollment/itsd/ilt_current_classes.aspx.   
 
If you are interested in taking some of the courses on your own, you can access the current training manuals at:  
http://172.17.34.5/Training/ManualsIndex.htm.  The Training Data Files for the 
classes can be downloaded from this site.  The training files are at the bottom of that 
web page.   
 
To download the files click on the link and it will open the installer file 
Click Save 
Choose your H drive 
Click the New Folder button next to the Look in window 
Give your new folder an appropriate name for your training files installer 
Choose the new folder  
Click Save 
Click Open Folder on the download manager screen when the download completes 
Double click the file that was downloaded 
Follow the defaults and the training files will be installed to your computer at C:\Program Files\DHSS ITSD Training data files 
They do not appear in your programs menu.  You will have to navigate to them through My Computer.  

Training Information 

Moving files from the C drive to your H drive 
 
Documents on the C drive of a computer are not secure.  Anyone who has administrative access to the PC is able to access the files.  
These files are not backed up so if the hard drive becomes non-functional all of the documents will be lost.  By transferring the files 
to the H drive on the network the files are backed up nightly and are recoverable in the event that the machine is stolen or the hard 
drive crashes. 
 
To move a file or document from the C drive to the H drive: 
 

�� Right Click on the My Computer icon on the desktop 
�� Click on Explore from the menu 
� � Click on My documents in the left pane of the Explore window 
�� Highlight the files and documents to be moved 

If selecting more than one document, hold the Ctrl key and click 
on the other documents 

 
�� Right Click  on one of the documents and hold 
�� Drag the documents and files to the H drive in the left pane 
�� When the H drive is highlighted let go of the mouse button and drop 

the files 
�� From the menu that appears, click Move 
�� The documents will disappear from the right pane 
�� Click on the H drive 
�� The files will appear in the right pane  
 
If files are stored on the desktop use the above procedure to move them to the H drive.  To organize the files on the H drive click 
H drive in the left pane and the right pane will show the contents of the H drive.  Right click on a blank space on the right pane 
and select New and Folder.  Give the folder a name and then move files into the folder using the same steps as above. 
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It is quicker to reopen a file you've worked on recently and its application with the My Recent Documents file shortcut on the Start 
menu. 
 
If you don't see My Recent Documents on XP's Start menu, 
· Right-click the Start button and choose Properties 
· Click Customize  
· Click Add 
· Click the C: Drive  
· Open Documents and Settings Folder 
· Open your user name folder  
· Select Recent documents, from the list of programs displayed and click OK 
· Click Next and choose Start Menu for the location 
· Click Next and then Finish 
· Click OK twice 
· Click Start and the Recent Documents items is added to the menu 
When you click on Recent Documents it will open a window where you can choose the document to be opened. 

Display My Recent Documents 

New SafeBoot for DHSS Laptops 
ITSD is currently installing SafeBoot Whole Disk Encryption software onto a list of laptops supplied by each DHSS division point 
of contact.  SafeBoot, an encryption program, is used to protect information on a hard drive if, for example, a laptop should be lost or 
stolen. Information is protected under the SafeBoot program using a process called whole disk encryption. The boot sector of the 
hard drive that holds the information needed to read the drive is encrypted by the SafeBoot program first, followed by encrypting 
each sector on the hard drive where the information is actually stored. The encryption program once installed makes reading infor-
mation on the hard drive impossible without the specific “token” (or machine ID) or without the user being granted rights to unlock 
the encrypted drive using the appropriate user ID and it's unique “token” (or password) created on the Safe Boot Server. 
 
Installation by ITSD of the SafeBoot program is a two-step process.  

1)    Check Disk is run to repair any bad sectors on the hard drive. Generally, the laptop is scheduled to run at night or during 
periods the user will not need the laptop for an extended period as it can take more than 3 hours to run Check Disk.   

2)    Installing the SafeBoot software only takes about 15 minutes, requiring the laptop to be rebooted three times.  Once the 
software is installed, the encryption process continues for about 2½ hours in the background, however, work using the lap-
top can be resumed during this phase.   

Once SafeBoot software is installed, laptop users will notice two differences: the SafeBoot secure log in screen and the password 
reset.   

SafeBoot is configured to use Single Sign-on.  Through this process, the SafeBoot password will synchronize with the network pass-
word, passing on the credentials and allowing the user to boot into the desktop by supplying the user ID and password just once at 
the SafeBoot log on. After log-on, the laptop will work the same as it did before SafeBoot was installed. 

Users must connect at least once every 30 days to the network in order to update their status with the SafeBoot server.  If they fail to 
do so, they will be locked out of their equipment and will be required to call the Help Desk in order to re-enable access.  This re-
quirement was put in place to ensure users are connecting and updating their computer equipment. 

Users are limited to four tries to enter the correct password.  Upon contacting the Help Desk, users that forget or mistype their pass-
word five times will be guided through the process of reading and inputting a security code that will allow access to the laptop pro-
tected under the SafeBoot program. Upon supplying the 16-digit code retrieved from SafeBoot, the Help Desk technician will verify 
the user’s identity and read back a unique code obtained from the SafeBoot server to reset the user token (password).  This token 
(password) will allow access to the laptop. The code process ensures that only the authorized user can access the drive and protect 
information from access by unauthorized users. 
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Help Desk Contact Information: 
ITSD Help Desk can be reached by calling (573) 751-6388 or 800-347-0887, by sending email to Support@dhss.mo.gov or submit-
ting an online request from the ITSD Web page at http://172.17.34.5/ click on Online Services, then Helpdesk Support Request. 

 
 



ITSD offers DHSS employees free Instructor-Led Training (ILT).  Please visit the ITSD Intranet Web site at 
http://172.17.34.5/, Training  to get training information.  Be sure to visit the website periodically for updated schedule 
information.  If you have any questions or need additional information, send an e-mail to  
DHSS.DHSS Technical Training@dhss.mo.gov the DHSS ITSD Help desk. 

Excel offers a quick and easy way to filter data that meets certain criteria.  The AutoFilter  command cre-
ates drop-down boxes for each column of a range of data. Each drop-down box contains all of the values 
that appear in that column, and you can filter on any of them. 
 
To start the AutoFilter click on one of the column headers 
Click Data 
Click Filter 
Click AutoFilter 
There will be small arrows on the right of each column heading 
Click the arrow and select from the list which value you want to filter 
To turn off the filter click the Data menu select filter and click AutoFilter to remove the 
check mark 
 
To filter on a specific range in the spreadsheet 
Highlight the range you want to filter in 
Turn on the Auto Filter 
Filter for the data you need.. 

Filtering Data in Excel 

Beware of Vishing 

Vishing is the latest attempt at gaining personal information for unlawful personal and financial gain.  It is the combination of the 
words Voice and Phishing.  Vishing appears to be flourishing with the help of Voice over Internet Protocol, or VoIP, the technology 
that enables cheap and anonymous Internet calling, as well as the ease with which caller ID boxes can be tricked into displaying er-
roneous information and anonymity for the bill-payer.  

Vishing is typically used to steal credit card numbers or other information used in an identity theft scheme.  It takes advantage of 
people’s trust in land based telephone line service, which is from a specific location and owned by a bill-paying customer.  Voice 
over IP allows the creation of false telephone numbers for caller ids and is very difficult to trace the location of the caller. 

Vishing starts with an e-mail, like phishing, but requests that end-users contact a particular institution by phone in order to resolve an 
issue or re-secure personal data. People who call the provided number will be asked to provide the same types of data phishers at-
tempt to procure. Ironically, vishing e-mails may even attempt to reassure recipients of their legitimacy by stating that the institution 
in question would never request customer financial data via e-mail or Instant Message. 

A new version recently reported involved the sending of text messages to cell phones claiming the recipient's on-line bank account 
has expired. The message instructs the recipient to renew their on-line bank account by using the link provided. 

According to the FBI's Internet Crime Complaint Center (IC3), the number of "vishing" complaints received by the center is increas-
ing at what it calls "an alarming rate."  "It is becoming more difficult to distinguish phishing attempts from actual attempts to contact 
customers," said Ron O'Brien, a security analyst with Sophos PLC.  Security experts tracking this scam and other instances of 
"vishing" say the frauds are particularly nefarious because they mimic the legitimate ways people interact with financial institutions. 

If you get a telephone call, e-mail message, or text message on your cell phone, where someone is asking you to provide or confirm 
any of your personal information, immediately hang up and call your financial institution with the number on the back of the card.  If 
it is a real issue, the financial institution can address the issue. 
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The DHSS ITSD Tech Talk Newsletter is available at http://172.17.34.5/ under Newsletters and on the Internet at  
http://www.dhss.mo.gov/NewsAndPublicNotices/. 

We know about  viruses for our computers but now even our cell phones can be under fire from malicious software viruses.  If you 
use a Motorola Razr cell phone, don't accept JPEGs from strangers.  
 
A vulnerability has been discovered in the phones that could allow a hacker to send a corrupt JPEG image via Multimedia Messag-
ing Service (MMS) that could be leveraged to run malicious code on the phone. However, you would have to accept the image for 
download before that could happen. A corrupt JPEG received via MMS can cause a memory corruption which can be leveraged to 
execute arbitrary code on the affected device. 
 
The specific flaw exists in the JPEG thumbprint component of the EXIF parser, according to an advisory released by security firm 
TippingPoint's Zero Day Initiative. http://www.zerodayinitiative.com/advisories/ZDI-08-033/. 
 
"Although the possibility of this vulnerability occurring is very remote," Motorola has fixed the vulnerability in all new releases of 
the Razr and urges people with older devices to download the latest software from its Web site, http://direct.motorola.com/

Motorola Razr Cell Phone Vulnerability 

EMPLOYEE SPOTLIGHT —DAN METCALFE 
Dan Metcalfe began his career with Health and Senior Services way back when 
Moby Dick was just a minnow, starting with the CAPE time accounting system.  
Dan has worked in a variety of positions before assuming his current role as BT 
(Bioterrorism) Surveillance team lead.  He currently has a great team consisting of Satya Ko-
ganti, Mark Hoffner, Mary Buschjost, and Venkat Bathini.   
 
The BT Surveillance team is tasked with a variety of applications.  Within BT are the Emer-
gency Response Data Collection System (ERDCS), Strategic National Stockpile (SNS), and 
MOHSIS.  Within MOHSIS Surveillance are Influenza, and Varicella reporting. Other ap-
plications include, but are not limited to, Automated Security Access Processing (ASAP), 
Dead Bird for West Nile virus reporting, and TB condition reporting. 
 
Dan’s team is rewriting the Surveillance portion of MOHSAIC (communicable disease reporting) and 

making it a web application.  This is quite a large project, and once completed will take several of the current Surveillance applica-
tions which run separately and put them in the single web application. 
 
Dan and the BT Surveillance team are also responsible for the MOHSAIC Strategic National Stockpile (SNS) program.  MOHSAIC 
SNS is a Department of Health and Senior Services web based application that was designed and written to track the SNS inventory 
throughout its life cycle The SNS inventory provides medicines, antidotes, medical supplies and medical equipment necessary for 
communities to counter the effects of biological pathogens and chemical and nerve agents.  DHSS, in collaboration with local public 
health agencies (LPHAs) and participating hospitals, will use the application to track SNS inventory: upon receipt from the CDC; 
initiating, editing and approving orders; transfer to LPHAs and hospital dispensing sites; the return of unused inventory to the DHSS. 
 
Dan has also started working with the State Health Laboratory on a new Laboratory Information Management System (LIMS.)  This 
will be another rather large project which will allow the lab to effectively log and accession specimens; unambiguously associate 
specimen data with epidemiological, clinical, and test result data; and electronically report findings to public health partners.  In ad-
dition, a complete LIMS incorporates other business processes essential to internal functioning, such as billing; test quality control 
and assurance, reagent and kit/forms inventory control, etc. 
 
He enjoys going to flea markets, dirt track races and riding his motorcycle.  Over the winter he purchased a Harley and is ready for 
the summer.. 

DHSS Policy 24.2:  Passwords can only be reset for the caller’s accounts.  NO password will be reset for a caller who is requesting 
another user’s password be reset.  Please do not call and ask for another user’s password to be reset.   
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