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1. The Connected Learning Community

Building a Connected Learning Community from the Ground Up



by Maureen O’Neill



This article is the first in a series profiling the development of a connected learning community at  Blackstock Junior High and the Hueneme School District, located in Southern California. In the best of all worlds, a district would develop a vision, create a plan, and follow it, step by step. But in the real world, as you’ll read in this interview with Steve Carr, technology coordinator at Blackstock, it doesn’t always happen that way. 



The story around Blackstock Junior High goes like this: in 1982, Apple gave a computer to every school in California. At a faculty meeting, the principal of Blackstock asked who wanted it and only one hand went up: it was Steve Carr, then a US history teacher, now Blackstock’s technology coordinator. 



That lone computer has multiplied into roughly 625 computers (590 PCs and 35 Macs) with a student-to-computer ratio of nearly two to one. The school network has evolved from computers daisychained together  with  thin net to a sophisticated fiber/Ethernet LAN. The district WAN,  installed two years ago, connects eleven schools; in it’s current  incarnation nearly all servers run the Microsoft( Windows NT( operating system and all of the PC workstations have upgraded to Windows( 95.  Blackstock, the flagship school, and the entire Hueneme School District are nationally recognized for pioneering Smart Classrooms, a technology-based individualized learning environment. No small feat for a large ethnically diverse district with no money to spare.



The gradual transformation of Blackstock, located in Oxnard, California, didn’t begin with a clear vision or a well-developed plan for mixing computers and kids; instead it started with a few teachers and administrators who were committed to exploring the possibilities of technology and willing to learn as they went along.  Steve Carr humorously describes the process as “organic,” one that evolved dynamically along with pedagogical theory and technology itself. 



Even from the very first, decisions were driven by the desire to deliver the best curriculum resources to the students. “We didn’t look first at hardware; we didn’t look at software; we looked at curriculum,” says Carr. To illustrate the point, he recalls the mid-eighties when there was a shortage of good education software for the PC. He and then assistant superintendent Dr. Richard Miller found an Apple II emulation board which they would insert in classroom PCs to enable them to run software designed for the Apple II’s. The Apple software, stored on a NetWare server with an MS(-DOS shell around it, could then be accessed from PCs. 



Carr credits Dr. Ronald Rescigno, Superintendent of the Hueneme School District, as being the driving force behind the integration of computers into the schools. “He [Dr. Rescigno] has always had a passion for technology,” says Carr, “and was convinced, even before there was solid evidence, that technology could become a learning resource.” 



From Standalones to Labs to Smart Classrooms 

In 1985, having just completed a Masters in Education Technology from UC Santa Barbara, Steve Carr, fellow teacher, Chris LaRose, and Dr. Richard Miller visited schools throughout the US and Canada. They hoped to gather ideas and somehow move beyond the first wave of technology in education(standalone computers in classrooms and computer labs oriented towards remedial learning or drills. In developing the concept of the Smart Classroom, Carr and other interested teachers began to look for more “engaging software: software kids could use to produce and create with. We wanted computers to become tools for kids to express and empower themselves.” In 1983, with the full support of  Superintendent Rescigno, the financial backing of the district, and some technical assistance from GTE, the first Smart Classroom was built at Blackstock’s sister school, E.O. Green Junior High.



Smart Classrooms are designed with in-desk computers that today offer a wide array of resources including multimedia and video production applications, satellite television, instructional software, distance learning, teacher-authored software, Internet access, and so forth. Thirteen years ago, the resources were much more limited but the concept was the same: to provide an interactive learning environment where computers and other electronic devices are the primary information delivery systems. Teachers then become facilitators who personalize and individualize the learning opportunities of the students. 



Initially, the classroom was a success, but a year later, the teacher left, the program came close to folding and since then, four different teachers have worked through the room. Hueneme re-learned a valuable lesson: the teacher is still the critical link between technology and students. 



In 1987, Hueneme was one of eight school districts in California that applied for and received a Model Technology Grant from the State of California. 2.5 million dollars were disbursed over a five-year period and the district was charged with building model technology schools at the elementary, junior high, and high school levels. Undeterred by the experience at E.O. Green and considerable anti-technology sentiment among teachers and from the teacher’s union, Dr. Rescigno decided to focus the initial effort on Blackstock. 



“We put a lot more into the rooms than just technology,” says Carr. Working closely with the architects, Carr and a core group of teachers selected for the Smart Classrooms designed classrooms that would suit different teaching styles, for example, cooperative learning groups, small clusters of students, and independent research areas. They gutted the existing rooms and built news ones with careful attention to “look and feel:” lighting, furniture, carpeting, and air conditioning. All the construction work was done by the district maintenance crew.



Blackstock now has two Smart Science Classrooms, a smart History Classroom, a Smart Language Arts Classroom, a Smart Technology Lab 2000, a Smart ESL Classroom, and a Smart Math Classroom. Researchers from the University of Southern California visited to measure changes in critical thinking skills, attendance, and motivation and the results showed outstanding student achievement directly related to the use of technology. 

Developing Support for Smart Classrooms



Like many schools, Blackstock is constantly looking for ways to fund improvement and maintenance. One successful solution has been hiring former Blackstock students to perform routine maintenance tasks on the network and on workstations, thus receiving valuable real-world job experience. Steve Carr’s salary as technology coordinator is currently paid with money received from the federal government’s Title 1 program. In addition to administering the LAN and helping out with district network problems, he trains teachers on curriculum integration with technology and has recently helped design a classroom that offers an Internet elective where students build and maintain Web pages.  



At Blackstock, the excitement over computers began at the ground level(in the classroom(and percolated up to the top. At every step of the way, Carr invited administrators, the school board, even the governor of California into the Smart Classrooms. “None of this works,” Carr says looking back over the past fourteen years, “without having administrative support on the local and district level. I’ve seen visions and dreams fall by the wayside because schools can’t get financial support. Our principal at Blackstock, Robin Freeman, is a staunch believer in technology and she has provided the means to continue our program. Hueneme District also happens to have a school board which has been a strong advocate of this vision for over 10 years.” 



Perhaps most important, Carr’s worked hard to educate the teaching staff and overcome the divide formed when Smart Classrooms were created.  “So what did that make the rest of the classrooms? Dumb? We knew it would take a cadre of folks to build Smart Classrooms; now those teachers have become the core support for other teachers. These days, we can’t hold back the floodgates. Everyone is on board. They want more in service. More technology.



If you would like to ask Steve Carr a question, you can e-mail him at K12News@microsoft.com. Please enter Steve Carr’s name in the subject line.





Maureen O’Neill is the editor of the Microsoft K-12 Technology Connection.



( 1997. Microsoft Corp. All rights reserved.



A Vision for Technology in Education:  The Connected Learning Community



by Kathryn Yates

Director, K-12 Education Customer Unit



Microsoft was founded on a simple but profound idea: a computer on every desk and in every home. In the 20 years since we first envisioned the personal computer as an empowering tool for everyone, advances in hardware, communication technology, and PC software have dramatically changed the way we work, learn, and play. Today, the merging of computing and communication technologies offers more opportunities than ever before to connect people to information and to each other in powerful ways that we have only begun to imagine. 



We at Microsoft strongly believe that the single most important use of information technology is to improve education. We have listened and talked with thousands of educators, students, and parents about how technology is helping to enhance learning today and about their hopes for tomorrow. In November, 1995, Bill Gates, Chairman and CEO of Microsoft Corporation, introduced the concept of “The Connected Learning Community,” a stimulating, enriched educational environment in which:



all students have access to a PC and information online

each student is empowered to pursue an individual path of learning best suited to his or her needs

learning results not from access to information alone but from continuous, dynamic interaction between students, educators, parents, and the extended community.



The Connected Learning Community is a linked environment in which networking connections provide for dynamic interaction in three ways(within and between schools, between schools and homes, and between schools and the community. Connections within and between schools will enable students, teachers, and administrators to work in an information-rich, collaborative environment.  They can exchange electronic mail, post announcements, coordinate work, and share documents.  A student can produce a joint report with a classmate or with a partner in another school across the country.  Teachers and administrators can share databases, bulletin-board services, and electronic mail.  Teachers can collaborate on lesson plans and share student portfolios both within the school and with colleagues in other locations. Through local networks or the Internet, teachers can mentor each other and exchange best practices. Ultimately, technology will give teachers the tools they need to have an even more dynamic role as facilitators and coaches.



Connections between school and home will help parents become more involved in their children’s education, a factor that is key for student success.  Through electronic mail and bulletin boards, teachers and parents can communicate easily and often. With connections to the Internet and to libraries, museums, zoos, and a host of community resources, students, parents, teachers, and learners of all ages can make the world their classroom.



Schools Link Technology to Success 

In a nationwide search, Microsoft identified five schools that demonstrate how creative, innovative use of information technology can enhance and expand learning in K-12 schools and their communities.  



“Smart Classrooms” Connect Students to Individualized Learning

At Blackstock Junior High School (Oxnard, CA), “smart classrooms” connect students to individualized learning.  In their classrooms, in-desk computers receive audio/video tape, cable television, and multimedia software resources that enable many of the school’s 900 ethnically diverse students to access information in ways best suited for individual learning. Teachers have the flexibility to spend more time with each student, personalizing instruction and accommodating diverse learning styles and special needs. Students can build critical thinking and creativity skills by connecting sight, sound, and text. A four-year University of Southern California research study shows that the new curriculum using multimedia delivery motivates students to look for answers beyond classroom walls and results in significant increases in achievement, comprehension, and motivation. 

 

Networks Support Collaborative Learning for Students and Parents

Within a year of implementing a student research-based curriculum in which all seventh-graders and teachers were outfitted with networked computers at home and school, the class at urban Christopher Columbus School (Union City, NJ) outperformed 10th-graders in New Jersey’s standardized tests for reading, mathematics, and writing. Teachers have become facilitators for students who work in cooperative groups accessing the Internet and online resources for assignments and family-teacher communication.  



Students have extended the school’s innovative student-research philosophy outside the class to strengthen parental involvement in education.  Students teach parents about computers, networks, and how to run applications through a “parent university” available three afternoons each week.



Integrated Technology Services Dedicated to Special Needs

The Fairfax County Special Needs Vocational Program (Alexandria, VA), integrated technology services is making a profound difference in working with more than 19,000 special needs students. The district is a leader in using special communication devices and adaptive hardware to maximize the potential of students with varying degrees of challenges. 



Related programs enable teachers to match students with appropriate software and hardware training based on individual technology needs.  Students then apply classroom-enhanced computer skills in the business community via an outreach mentoring program.



Parents, Teachers and Students Use Technology to Buddy Up for Education

At Sunman Elementary School (Sunman, IN), creative computer use has transformed this rural town (pop. 924) into a national model for community-based education.  With computers, modems, and printers in every fourth- and fifth-grader’s home, Sunman is one of fifty schools involved in the Indiana Buddy System that is designed to increase parental involvement and family understanding of technology in education.  The system’s Buddy Net cements teacher-parent and parent-student relationships by connecting everyone through e-mail: students’ grades and homework are checked daily by parents and discussion of performance is ongoing. Students also gain critical exposure to work-force technology by accessing reference materials and submitting projects through the network. And, in just one year, parent involvement at Sunman increased more than three-fold.



Individual Learning Paths Maximize Every Student’s Potential 

At Thomas Jefferson Science and Technology Magnet High School (Alexandria, VA), individual learning paths are maximizing each student’s potential. Using the Internet for core applications, a three-teacher team works with 75 students in an interdisciplinary approach to instruction that fully integrates biology, English, and technology curricula.  Students communicate with industry experts, teachers, and other students, access library resource information, and submit assignments from home.  With technology integrated into the curriculum, students are allowed to bridge classroom experience with real-world applications.  Working with various community resources, such as a local state park, students conduct field research and return to the class to download data for in-depth computer analysis.  





Microsoft Initiatives to Support Use of Technology in Education

Microsoft is committed to using its expertise in software development to deliver technologies that will help build The Connected Learning Community. Microsoft is also working with industry partners, such as Microsoft( Solution Providers, telecommunication companies, and hardware manufacturers, to help create the solutions that schools need to implement the three-way connections. With the Global SchoolNet Foundation, we are sponsoring the development and organization of educational resources on the Internet (http://www.gsh.org). 



Another initiative is the Windows School Connection, involving Microsoft, Compaq and more than 140 education software developers dedicated to helping users learn about new K-12 software solutions.  To help meet the challenge of connecting all communities to the information highway, Microsoft is funding a multi-million dollar initiative(Library Online!(with the American Library Association to research and develop innovative ways to extend information technologies to underserved populations.  



	Microsoft invites you to consider this vision with us, to look toward a time when all students, teachers, parents, and entire communities are linked together in a global learning environment that offers compelling new opportunities for education and learning for a lifetime. The challenges to implementing the vision of The Connected Learning Community are great, but the potential rewards to everyone are so significant and far reaching that we must work together to realize the opportunity this exciting vision holds.  



For more online information on The Connected Learning Community and Microsoft’s K-12 programs, visit http://www.microsoft.com/k-12/.



Your Input Is Vital 

Our vision for The Connected Learning Community will evolve over time, and we invite you to contribute to its development. Tell us about innovative school programs, students who are using technology in their learning, outstanding teachers who are using technology creatively and parents who are using technology to become more involved in their children’s education. 

You can send electronic mail with your comments and suggestions for The Connected Learning Community to:

clc@microsoft.com 

and visit our Web site at: 

http://www.microsoft.com/k-12/

Send written correspondence to:

Connected Learning �Community Vision�Microsoft Corporation�One Microsoft Way�Redmond, WA 98052-6399

( 1997. Microsoft Corp. All rights reserved.

2. Internet/Intranet

Choosing a Web Browser



by Terri Casey



The Internet is one of the most exciting educational tools to come along since the blackboard, and more and more districts and individual schools are finding ways to connect to it. 



When a school decides to join the large educational community already using the Internet, it must make several choices and investments. Among other things, it must have the hardware necessary to connect online (a network or modem); enough memory to run the software to access the Internet; and a service provider (a company whose equipment and software links the school computers to the Internet, such as MSN( or The Microsoft Network, America Online, or any of thousands of small vendors).



Internet access also requires a browser. A browser is the aptly named tool that lets computer users connect to the World Wide Web and look around for information—text, data, images, sound, video clips, and so on. If users don’t have a specific item to search for, they can meander through, or “browse,” the rich offerings on the Web, much as they would physically wander through a library or museum or store.



Choosing a browser is more complicated than just downloading it from a Web site, especially when the needs and desires of technology coordinators, teachers, students, administrators, school board members, and parents are all weighed. When decision-makers are selecting a Web browser, they should consider which browser is easy for teachers and students to learn and use, and for technology coordinators to install and manage. Which browser is affordable? Well supported by its manufacturer? Which browser allows technology coordinators and teachers to easily restrict students from certain Internet sites?



Microsoft Internet Explorer 3.0 for Windows 95: A Great Choice for Education



Microsoft addresses these questions and needs with Microsoft( Internet Explorer version 3.0. Microsoft Internet Explorer is a browser that supports the latest HTML features, is easy to use, customizable, available for both the Windows( and Macintosh platforms, and free from the Internet Explorer Web site. (http://www.microsoft.com/ie/download/)



Internet Explorer 3.0 provides the best personalized browsing experience possible because it has the richest feature set of any browser available today. This means that Internet Explorer takes fullest advantage of the Web’s rich offerings and that users can communicate, view content, and collaborate securely.



Internet Explorer offers all of the important features that Navigator 3.0 does, and much more:



Content Advisor feature offers an easy way to restrict access to objectionable material.

Internet Explorer Administration Kit (IEAK) allows administrators to distribute versions of the browser with pre-configured user options  as well as a customized look and feel.

Personalization features such as the customizable tool bar and Start Page make the browser interface easier to learn and use.

Richer multimedia capabilities support active content such movies, music, sounds, and virtual worlds. 

Superior HTML support includes  HTML 3.2, cascading style sheets, and all common scripting languages.

Additional security reduces the risk of downloading a destructive virus and helps keep the contents of your computers safe.

Collaborate online with NetMeeting. This communication tool combines voice and multiuser data communications, applications and file transfer, text-based chat, and a white board(all via the Internet or standard network connections.





All of Internet Explorer’s features are available free of charge from the Microsoft Web site.  Users can choose which features to download, confident that Internet Explorer is compact and efficient and only uses the amount of disk space and RAM necessary for those installed features.

Why East Rock Magnet School Switched to Internet Explorer



Domenic Grignano is the technology facilitator at East Rock Magnet School in New Haven, Connecticut. Grignano had been using Netscape for nearly three years and was planning to standardize all of East Rock’s 140 networked PCs and 20 Macintosh Performa computers on Netscape. But last summer, he looked at Microsoft Internet Explorer version 3.0 and instantly changed his mind.



“I had looked at version 2.2 of Internet Explorer and found it disappointing. But when I saw version 3.0 last August, I was wowed,” Grignano says. “Everyone hears that Netscape is the company with the browser, but once you actually look at Netscape and Internet Explorer next to each other, you see there is absolutely no comparison. Internet Explorer is hands-down the better browser.”



The major differences between the two, he says, are how user friendly and inviting Internet Explorer 3.0 is, how easy it is to customize, and how intuitive and fast its search mechanism is. 



“The graphics and the interface are fun and attractive, and the teachers and students like the way Internet Explorer gives them a jump start on finding content and creating custom pages,” Grignano says. “E-mail is easier to do in Internet Explorer, and the high-quality CD video displays deliver the kind of entertainment students expect.” The ability to create lists of favorite sites and name them also saves time, making it easy for teachers to set up lessons using the Internet, he says.



Why the District May Follow



After Grignano decided to switch from Netscape to Internet Explorer 3.0, he talked with Harry Letize, computing consultant with Connecting Point (http://www.dei-cp.com/), a solution provider in New Haven. Letize is networking the PCs at East Rock in all K-8 classrooms as well as setting up a technology media center there. He has begun to network computers at the other 51 schools in the New Haven district and also to implement a district-wide LAN running Microsoft Windows NT( 4.0 and Microsoft Windows 95. 



Grignano encouraged Letize to review Internet Explorer 3.0 himself. When he did, Letize was impressed by the built-in security features and reliability. “Internet Explorer 3.0 offers a great way for teachers to control student access to Web sites,” he says. “It’s also reliable and friendly to novices. For example, Internet Explorer offers warning notices when a Web site doesn’t respond, and it automatically resets its connections. With other browsers, if a site doesn’t respond, there’s nothing, just a frozen screen. The user sits there, wondering what’s going on, and then eventually walks away.”



Grignano switched East Rock’s nine library-based Internet PCs, which serve the 702 students and 75 staff, to Internet Explorer in September. In the short time since then, the interest in and excitement about the Internet have exploded, and all classrooms will have Internet Explorer access by early spring.  “One hundred percent of our teachers want PCs now,” Grignano says. “For them, Internet Explorer has opened a lot of doors to using the Internet in their classrooms. It’s friendly, easy to use, and good-looking—it has everything going for it.”



He and Letize are encouraging the other schools in the district to choose Internet Explorer for their networks too. “A lot of schools are using the browser offered by their service provider, not realizing that Internet Explorer can be downloaded for free,” Grignano says. “Internet Explorer offers so much more to users. It’s a shame not to take advantage of its time-saving and powerful features.”



Terri Casey is a freelance writer who has written about computer technology for nearly 10 years. She was the editor of the Microsoft Education News, a higher-education quarterly that Microsoft published from 1989 to 1993.



( 1997. Microsoft Corp. All rights reserved.





Tip: Content Rating Systems and the New Internet Explorer 3.0 Content Advisor 



One of the biggest reasons teachers give for not wanting to use the Internet in their classrooms is supervision.  Asked about her unwillingness to develop many lesson plans involving information available on the Internet, the response of Ilene Jaffe, a junior high History and ESL instructor with the Lake Washington School district in Redmond, WA is a typical one: “I love the idea but it’s too time intensive.  First, I have to get parental permission for all my students, then I have to either directly supervise them or arrange for the school librarian to be watching whenever they are surfing.”



Some school districts struggling with this issue have purchased software such as SurfWatch, which rates and filters out objectionable material. However, the recent release of Microsoft( Internet Explorer 3.0 takes security one step further. Content Advisor is a new feature in Internet Explorer 3.0 that allows teachers, school librarians, and network administrators to filter out Web content based on rating labels. By default, Internet Explorer 3.0 uses the RSACi (Recreational Software Advisory Council) rating system, but you can use any other rating system your school may currently own as long as it conforms to the W3C standard for Web content ratings known as PICs (Platform for Internet Content Selection).



Content Advisor allows you to:



choose different levels of allowable language, nudity, sex, and violence

filter out unwanted sites (e.g. unrated Web sites)

block users from gaining access to objectionable material

set password to allow access to Content Advisor

set up additional ratings systems with third-party software.



You’ll want to experiment with the best way to use Content Advisor in your school environment, and you’ll also need to decide what kinds and levels of objectionable material you want filtered out and then experiment with the settings and options provided. For example, using the Language filter, your district may decide that it is appropriate to filter out even the most mild expletives for grades K-8 but allow sites that contain moderate expletives for grades 9-12.



Presently, for both Microsoft Windows( 95 and Windows NT( operating systems, Content Advisor security must be set up individually on each workstation.  Network administrators can choose to remember and maintain the security passwords at each workstation if districts wish to restrict both teachers and students from objectionable material. If that level of security is not needed, then teachers or librarians can be trained to set up and maintain Content Advisor passwords. The biggest risk is that a supervisor or teacher might inadvertently turn Content Advisor off at a workstation used by students and forget to turn it back on.



How to Use Content Adviser

Launch Internet Explorer 3.0. From the View menu, click Options, and then click the Security tab. Click Settings to set content levels and security passwords. Click Enable Ratings to turn on Content Advisor.  If you turn Content Advisor off, be sure to turn it on again before a student uses your computer.



About the Recreational Advisory Council

The Recreational Advisory Council is a non-profit organization that provides content advisories for software titles and the Internet. Their Web site is http://www.rsac.org and their Rating System Descriptors can be found at: http://www.rsac.org/ratingsv01.htm.



Third-Party Rating Bureaus

For more information about third-party rating bureaus, see the PICS specification at: http://www.w3.org/pub/www/pics. A listing of other PICS rating systems can be found at: http://www.classify.org./pics.htm.  



In general, installing a new rating system requires obtaining a Rating definition file. To add a new file go to Microsoft Internet Explorer View menu, click Options, click the Security tab, click Settings, and then click Rating Systems. In the Content Advisor, click the Advanced tab and then click Rating Systems.



More Information About Content Advisor

More information about Ratings Systems and the Internet Explorer Content Advisor feature can be found at these Microsoft locations:



http://www.microsoft.com/ie/most/howto/ratings.htm

http://www.microsoft.com/ie/ie3/ratefaq.htm#CONTPROV

http://www.microsoft.com/ie/support/docs/tech30/personal.htm

http://www.microsoft.com/ie/ie3/compare.htm#personalizing



( 1997. Microsoft Corp. All rights reserved.



Tip: Using Find to Dig Through the Internet Explorer Cache



By the COBB group



Have you ever wished you had a copy of the MIDI file that produced the cool background music on a home page you found while surfing the Web? Have you ever remembered seeing a cool GIF file and wished youÕd downloaded it when you first saw it? Well, chances are that you already have a copy of both that MIDI and GIF file on your hard diskÑin the Microsoft( Internet Explorer cache.

 

In this tip, weÕll explain how to use the Find utility to locate files in the cache, view them, and search for text inside them.

How to Filter Files by Type

When youÕre searching for files in the Internet Explorer cache, youÕll probably be looking for files of the types listed in Table A (below). To launch Find, click the Start button and then select Find Files or Folders. When the Find: All Files dialog box appears, click the Browse button in the Name and Location tab and locate the Internet Explorer cache in the Browse for Folder dialog box. YouÕll find the main cache folder in C:\Windows\Temporary Internet Files, unless youÕve moved it elsewhere. Once you navigate to the cache folder, click OK to return to the Find: All Files dialog box. Now, in the Named text box, type *. followed by the extension of the file type youÕre searching for. Finally, click the Find Now button.



For example, if youÕre looking for a specific graphic file, you might type *.gif or *.jpg in the Named text box, and then click the Find Now button. When you do, youÕll see a list of all the cached files that have the gif extension. 

How to View Cached Files

You can easily see the contents of each cached file by using the drag and drop feature of Windows( 95. To begin, minimize the Find window and launch Internet Explorer, but donÕt allow it to connect to the Internet. Now, click the Find button on the toolbar to bring the Find window to the foreground. When the Find dialog box appears, position it on the right side of your screen. Once you have both the Internet Explorer and Find windows on the screen, simply drag a GIF file from the Find dialog box and drop it in the Internet Explorer window. When you do, the browser will display the graphic image contained in that file. You can continue to use the drag-and-drop technique until you locate the graphic youÕre looking for.



You can use this technique with any of the file types listed in Table A. However, when you drag and drop some of the cached files, Internet Explorer will run the appropriate application. 



For example, if you use the drag-and-drop technique with WAV files, Internet Explorer will run Media Player to play the file. You can then play other WAV files simply by dragging them from the Find dialog box and dropping them on the Media Player window. Once you locate the particular file you want, you can easily copy it to another folder on your hard disk.

Finding Text in the Cache

The Find utility also lets you search for text inside cached files. To take advantage of this capability, click the Browse button in the Name and Location tab of the Find All Files dialog box and select the cache folder as we described earlier. Then type *.* or *.htm (if you want to search HTML documents only) in the Named field. Now click the Advanced tab and select the options you want on the Of type menu. You can use the default All Files and Folders option unless you want to find text in a specific file type. Finally, enter the text youÕre searching for in the Containing Text field, and click the Find Now button. Find will then display the cached files that contain the text youÕre looking for. Remember that text searches are case-sensitive, so be careful how you use capital letters.

 

Table A:

Common File Extensions



HTM: Internet document

GIF: Graphic image

JPG: Graphic image

AVI: Video clip

MOV: Video clip

MID: MIDI sequence

WAV: Wave sound

TXT: Text file



Notes

As you can see, you can easily use Find to locate files in the cache and view them in Internet Explorer. However, if you need more sophisticated cache retrieval features, you may want to try Matthias WolfÕs shareware utility Microsoft Internet Cache Explorer, which you can download at: http://ourworld.compuserve.com/homepages/M_Wolf



( 1997. All rights reserved. Reproduced from Explore the Net (with Internet Explorer/MSN), 

with permission from The Cobb Group, a division of Ziff-Davis Publishing at http://www.cobb.com/.



Troubleshooting: Internet Explorer 3.0 for Windows 95



Q: When I run Microsoft(Internet Explorer, I get the following error message: “Content Advisor configuration information is missing. Someone may have tried to tamper with it. You may wish to check the Content Advisor settings.” When I click OK, Internet Explorer can no longer access the Internet.



A. This message occurs when the ratings system is enabled and the Ratings.pol file is missing or damaged. The solution is to create a new Ratings.pol file: 



To create a new Ratings.pol file: 

Close Internet Explorer. 

If a Ratings.pol file exists in the Windows\System folder, rename it to Ratings.old. 

Start Internet Explorer, and then click Options on the View menu. 

Click the Security tab, and then click Settings in the Content Advisor area. 

Type the Supervisor password, and then click OK. 

Select the Ratings options you want, and then click OK. 



When you restart Internet Explorer, the changes take effect.



NOTE: Removing and reinstalling Internet Explorer does not resolve this issue.





Q: When I use Microsoft Internet Explorer 3.0 to browse the Internet, the following problems occur:



Erratic browsing ability

I can see only Microsoft sites (you receive a “Connection timed out” message from all other sites)

Downloads arrive in surges, if at all

I cannot connect to any sites at all



A. This problem has occurred on computers running both Internet Explorer 3.0 and Novell’s 32-bit network client for Windows( 95. This problem no longer occurs in Internet Explorer version 3.01. For information about obtaining Internet Explorer 3.01, please see the following Microsoft Web site:   http://www.microsoft.com/ie/.



Note that the problem described in this article can also occur if the page you are trying to view uses the </noframes> tag incorrectly. To determine if this is the case, access the page and then save it to your local hard disk. Edit the page in Notepad and remove the </noframes> tag, and then save the page. Try to view the local page. If you can view the page after removing the </noframes> tag, notify the administrator of the Web site that the page needs to be corrected. Note that this HTML tag does not affect Internet Explorer 2.0.



Q: Although I have the AutoDial feature enabled, Internet Explorer doesn’t automatically dial my service provider when I start it. Instead, I get the following message: “Unable to find <site>. The address may be incorrect.”



A. This problem can occur when you switch from using a proxy server or other LAN-based connection to the Internet to using the AutoDial feature to connect to an Internet service provider. After you configure Internet Explorer to use the AutoDial feature, your current start page may still be the start page that you were using with a LAN-based connection. If Internet Explorer does not need to connect to your service provider to access this start page, it does not automatically dial the service provider. The service provider is automatically dialed only when you attempt to access a site that Internet Explorer cannot access without dialing the provider.



NOTE: It is possible for the problem described in this article to occur even if you have never configured Internet Explorer to connect to the Internet using a proxy server or other LAN-based connection. This problem can also occur when your current start page is a site that Internet Explorer cannot access without dialing your service provider. The resolution described in this article resolves this problem in these cases.



To reset Internet Explorer to automatically dial your service provider, follow these steps:

Click the Start button, point to Programs, point to Accessories, and then click Dial-Up Networking. 

Double-click the connectoid you use to dial the Internet, and then log on as you normally do. If you do not know which connectoid to use, right-click the Internet icon on the desktop, click Properties on the menu that appears, and then see which connectoid is listed in the Dial-Up Networking box. 

After you start the Dial-Up Networking connectoid, start Internet Explorer. 

Type the Internet address of the site you want to use as your start page in the Address box, and then press ENTER. Perform this step even if the site you want to use is already listed in the Address box. 

If the address you want to use did not appear in the Address box when you started Internet Explorer, click Options on the View menu, click the Start and Search Pages tab, and then click Use Current. 

Quit Internet Explorer and the Dial-Up Networking connection, and then restart Internet Explorer. 
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3. Networking

Windows NT Server Maintenance



by Jill Weishuber

Product Manager, NT Server Operating Systems





If you are the administrator of a district-wide network, you know that the better your maintenance procedures, the more efficiently your network runs, and the easier your job is. A proactive maintenance program will simplify your job by reducing problems and by helping you get the system back up and running faster when they do occur.  And with the Microsoft( Windows NT( operating system, you won’t need a degree in computer science to do the job successfully.



Most maintenance tasks fall into three main categories: installing and setting up the network, supporting growth, and performing routine maintenance to ensure network uptime and reliability.



Network Installation and Setup

As you’ve probably already discovered, the Windows NT operating system simplifies the network server setup and installation process. The easy setup program walks you step by step through the requirements for setting up the operating system, configuring the network adapters and protocols, and creating a Windows NT Server domain. Information about the setup procedure is available in the product documentation, the Microsoft Windows NT Server Resource Kit for Windows NT Server 4.0. and Windows NT Workstation at  http:/www.microsoft.com/ntserver/.



Growing Your Network

Growth occurs in two forms: more users, and more software and hardware. 



Adding users and account information is easily accomplished using the User Manager for Domains and the administrative wizards available in Windows NT Server 4.0. Since Windows NT security is integrated with the security of other Windows NT-based applications such as Microsoft SQL Server, you don’t need to manage separate user accounts for each application. This can save a considerable amount of administrator time. 



Increasing the number of users doesn’t require any additional configuration. Just  use the license manager tool to increase the license count and you’re on your way. The Windows NT operating system is completely scalable, so doesn’t need to be re-tuned to support additional clients or applications.



Upgrading hardware in an existing network is easy because Windows NT will automatically recognize those changes. You won’t need to make any configuration changes if you add additional RAM, upgrade a processor, and so on.



Increasing disk space is simple. You can either add hard drives to the existing disk controller or add a new disk and controller subsystem. If you add a new disk controller, the driver for that SCSI controller is added through the Control Panel’s SCSI Setup program. In some cases, you might need to know and provide the controller’s hardware settings during setup, but you probably won’t need to know any more than the controller’s manufacturer and model number. Once the controller is installed, adding additional disks is painless. The operating system will automatically detect additional disk space. You can use the disk administrator tool, “Windisk.exe,” to graphically view and configure the disk space on the system. Or, from the Start menu, click Programs, Administrative Tools, and then Disk Administrator.



Adding other hardware components, such as SCSI adapter or tape devices, to existing systems is equally simple. The Windows NT Control Panel provides a common method for installing and configuring device drivers for various types of hardware devices.



Adding additional services, network cards, or protocols  is done through the Network Configuration applet in Control Panel. This tool is the central location for maintaining the network services on the system. Intuitive tabbed pages help you configure a new service, protocol, or adapter. 



Keeping Records

Whichever method you use to install new software on the server and desktop systems, it’s very important to keep records of what was installed and on which systems. Having this information available will make troubleshooting problems simpler, allow you to stay in compliance with license agreements, and aid you in evaluating future software purchases. The process of installing new software can be simplified by using the Microsoft System Management Server product to distribute a software package to workstations on your network. System Management Server will also help you keep an inventory of the distributed software.



The Windows NT Service Pack is a complete source of patches, fixes, and enhancements to the products. All of these files are grouped together with an easy-to-use installation program. Jesse Rodriguez, Director of Information Technologies at Tucson Unified School District, finds service packs much easier to manage than the constant updating, one by one, of NLMs and drivers that he faced with his previous Novell NetWare network. 



Maintaining Your Network

All of the administrative tools, including Server Manager and User Manager for Domains, can be used remotely(so you don’t need to be at the server console to manage the server, Also, diagnostic tools, such as Registry Editor, Event Viewer, Windows NT Diagnostics, and Performance Monitor, can be used remotely. 



Backing up files is one of the most important maintenance procedures. A good backup method will let you get your system up and running quickly after a hardware failure. Windows NT includes a backup program that will handle basic backup tasks, but some Microsoft associates have added additional useful features to the existing functionality.  Jesse Rodriguez evaluated several backup products and found that ArcServe’s ability to back up his SQL database even when the file was open, made his operation easier. Previously, he had to write a set of batch files to close the file, dump the database, and then back it up. 



In addition to backing up the Windows NT system files and user data, backing up the registry files from every Windows NT server system will ensure that the system configuration and customization information is maintained in the event of a failure or problem on the system. This can be done easily using the Resource Kit tool “RegBack.exe,” which backs up the registry data to a specified location. The registry information can be restored using  “RegRest.exe.” Most Windows NT  backup applications will back up the registry along with the system disk, but sometimes it’s important to have a current copy of the registry available quickly.



Controlling User Profiles: You never know exactly what a student is going to do to the system and as your network grows, you might find one of your most difficult tasks is maintaining a standard user environment in a classroom or lab setting. With the Windows NT operating system policies and profiles, you can control the appearance and privileges each user has. The User Profile Editor has a graphic user interface that helps you configure the desktop for each user. This will reduce the maintenance time you spend fixing things that have been changed inadvertently.



Managing IP Addresses: Dynamic Host Configuration Protocol (DHCP) will dramatically reduce the maintenance required to manage IP addresses in your network. By dynamically assigning IP addresses, you don’t need to know the address assigned to each device in the network, only the groups of addresses you’ve configured to each DHCP scope or subnet. Being on top of IP address management is going to improve performance for the end user(they’ll never be off the net because of an address conflict again. The DHCP management tools displays tabbed forms and you enter the required information.



Analyzing network performance on a regular basis is important to make sure that your system is operating within its potential. Servers that are underutilized are a waste of expensive resources, while overstressed servers cause bottlenecks and performance problems. Use the NT Performance Monitor to evaluate the basics, like CPU utilization, memory usage, network bandwidth, and so on, to create a baseline. The Resource Kit contains information for making a detailed analysis of your systems.



Data Protection and Disaster Recovery



Developing a good disaster recovery plan and creating redundant information are the two most important preventive measures you can take.



Disasters:  Develop a course of action in the event of  both small and large disasters: for example, a hard drive crash or network card failure, a blackout, or an earthquake.



Data Protection: Data redundancy ensures that your data is protected in the case of  hardware failure, for example. Redundancy can be achieved through the use of disk mirroring, duplexing, and striping. Each these data protection methods can be implemented in one of two ways: through software, where the operating system handles the data redundancy, or through hardware, where the disk controller handles the data redundancy.



With disk striping, data is divided into large blocks and spread in a fixed order among multiple disks in an array. In a stripe set with parity, parity information for the data is also written across the array with the condition that the parity information and data reside on different disks. If a member of the disk array fails, data can be recovered from the parity information because it is stored on a different disk. Hardware implementation of the RAID level can offer performance advantages over software implementations.



Maintenance of the network is an ongoing task. Correct maintenance procedures ensure that downtime is minimized and recovery from hardware failure is transparent. 



Windows NT Administrative Tools from the Resource Kit

Process Viewer: allows administrators to view processes on local and remote computers.

ADDUSERS: allows domains users to be imported/exported to/from a comma-delimited text file.

SCOPY: allows files to be moved between drives and keep their file permissions.

REMOTE: allows command line execution on remote computers.

WINAT: graphical interface to the AT scheduler. The AT scheduler is service of the Windows NT operating system that can be used to schedule the execution of events such as backups, and so on.

Browser Monitor and Browstat: allows administrators to view or configure browse masters on the network.

Domain Monitor: monitors the status of servers in a domain, the secure channel status to the domain controller, and domain controllers in trusted domains.

Shutdown: allows a computer running Windows NT to be shut down remotely.



Maintenance Tips to Take Away

If you follow the maintenance procedures recommended by Microsoft, you’ll be on your way to a stable, easy-to-administer network.



Daily:



Users should put all critical data in home directories on the server so that it will be backed up. Inform users that data on local hard drive is not as secure as data on the file server.

You should have spare parts, such as network cards and other adapters on hand, or you should have a hardware or service contract with each vendor so that repair or replacement parts are available immediately.

Be sure to have Uninterruptible Power Supply (UPS) on all servers in case of power outage. Windows NT supports UPS devices and provides a simple utility for configuring the UPS device and the procedures to take should power fail.

Be very consistent in your backup process; for example, use the “grandfather” or “tower of hanoii” method to ensure you have the oldest data that would need to be kept.

At least one set of backup tapes from each server should be stored off-site.



Weekly and Monthly  



Review event logs for each of your servers to see if non-fatal errors that you need to take care of are occurring.

If you are using Windows Internet Name Servers (WINS) and/or Dynamic Host Configuration Protocol (DHCP), you should compress and back up the respective databases at least once per week. 

Use CHKDSK, a tool that checks your disk for corruption and fixes problems when possible.

Use tools such as the Resource Kit utility DOMMON or BROWSEMON to make sure the servers are filling their roles properly in the domain.

Documentation of the system should be close at hand.

Monitor RAS for security breaches.

Monitor free disk space. 
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Tip: Planning Ahead for Installation



Installing the Microsoft( Windows NT( Server goes smoothly with a little bit of advanced planning. For each server on your network, you should know the following information before running Setup:



Domain control responsibilities



Computers running Windows NT Server can be primary domain controllers (PDC), backup domain controllers (BDC) or simply independent servers. Make sure you know what role each computer will play on your network before you install. Use the Concepts and Planning Guide included in your Windows NT package for guidance when making these assignments.



Whether hardware is compatible with Windows NT



Many installations fail because crucial devices inside the computer are not compatible with Windows NT. Take the extra time to make sure all processors, hard drives, SCSI controllers, and network and video adapter cards inside each computer are listed on the Windows NT 4.0 Hardware Compatibility List. A current copy of this list can be found on the Web at http: //www.microsoft.com/ by searching on “Windows NT Hardware Compatibility List.”



Also, when adding new computers to your existing network, check this list to be sure that all hardware contained in the computers will be Windows NT-compatible.



Location of driver disks for all devices



During setup, Windows NT can automatically detect a wide range of devices inside your computer and use its own driver files to make the devices work. In some cases, however, automatic detection doesn’t happen, especially if the device models are not recent. To avoid problems with drivers, keep handy the driver disks that came with the device. If these disks are missing, contact the device manufacturer.



Additional instructions and tips for installing Windows NT can be found in the Start Here book included in your Windows NT package.



Tip: Using the Send To Option in Windows NT Explorer



In Windows NT Explorer, when you right click a filename, a pop-up menu opens, and the Send To option lets you “send” the file to wherever you want. The default items in this menu are your A/B floppy drives and My Briefcase. This menu is customizable so that you can easily open a file in Notepad or your favorite word processor, or you can access a file with your favorite HTML editor. You can even designate a network share, which is great for workgroup situations where files are sent back and forth. 



Too add items to your Send To menu, access your profile directory though Windows NT Explorer at \NT

directory\profiles\username. Double-click the Send To folder, and then right-click any blank spot in the contents window. Click New, Shortcut, and then create a shortcut to your favorite application. Once your menu is customized, accessing your important files with your favorite applications is only a right mouse click away. 



Windows( 95 users can customize the Send To option with the Send To X tool, included in PowerTools for Windows 95.  PowerTools for Windows 95 is a set of add-on utilities from the Windows Explorer development team. Individual components, or the entire set, can be downloaded from http://www.microsoft.com/windows/common/aa2729.htm.
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Troubleshooting: Windows NT Server 4.0



Q: I plan to use the Domain Name System (DNS) to identify the computers on my network when I install Microsoft(Windows( NT Server. What do I need to do?



A: If you choose Microsoft DNS Server during Windows NT Server installation, the setup program will install it as long as it doesn’t detect a similar service already in place. Before installing, remove any DNS servers you were previously using, including the DNS beta version that was included with the Windows NT Server 3.51 Resource Kit.



For more information about DNS, search the Microsoft Knowledge Base at http://www.microsoft.com/kb/. 



Q: I tried to reinstall Windows NT 4.0 Server in my existing NT 4.0 directory using the upgrade version of the CD. The setup program wouldn't let me install the fresh copy over the old one. What's wrong?



A: The upgrade version of Windows NT 4.0 is only for upgrading versions previous to version 4.0. To reinstall Windows NT 4.0, you must use the full retail version of the product. 



Q: I have a number of non-Microsoft drivers, components, and services installed under my old operating system. Do I need to remove them before installing Windows NT Workstation or Windows NT Server?



A: In order to ensure a clean, stable upgrade from Windows NT 3.x you must disable or remove third party services and devices. Otherwise, these devices and/or services may try to start during the reboot between character-based and GUI-based setup. This situation may cause the system to halt with a debug screen, for example 0x0000050 or 0x0000001E, or to become so unstable that setup will not be able to complete. 



If the driver or service is not required for system operation, please disable it before upgrading to Windows NT4.0. If the driver or service is required for system operation, such as a SCSI controller or network card, you must obtain a driver for Windows NT 4.0 from the third party provider and have the driver available on a floppy disk for use during the upgrade process. 



To disable a driver, open Control Panel and double-click Devices. Click the third-party driver you want to disable, and then click Startup. In the Device dialog box, click Disabled, and then restart the system. In Control Panel, open Devices again and check that the device did not start.



To disable a service, open Control Panel and double-click Services. Click the third-party service you want to disable, and then click Startup. In the Service dialog box, click Disabled, and then restart the system. In Control Panel, open Services again and check that the service did not start.



If the third party driver is required for system operation, have an updated version of the driver for Windows NT 4.0 available on floppy diskette. You will reach a point during the installation process for NT 4.0 where the device installation is required. Choose Install, and then choose Other. When prompted for the disk, insert it into the appropriate drive, normally a: or b:, and continue the installation.



For more information, click here to go to the Windows NT Setup and Installation Troubleshooter at http://www.microsoft.com/NTWksSupport/content/nttroubleshoot/Setup/default.htm
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Microsoft Communications Tools for Schools

for Microsoft Windows NT Server 4.0



by David Wong,  Technical Marketing Manager for the Education Customer Unit and Mary Alice Colvin, K-12 Product Manager for Platforms and Microsoft( BackOffice(



“With Communications Tools for Schools it finally is practical to give every teacher and every student their own personal file space, e-mail address, and Web space that is available to them from any computer in the school.”

Stephen E. Collins, Web66 Project Manager, University of Minnesota, Minneapolis, Minnesota



Imagine your students and staff dynamically connected at every level—within and between schools, between schools and home, and between schools and the vast collection of learning resources available via the Internet. Microsoft Communications Tools for Schools, free* with the purchase of Microsoft Windows NT( Server 4.0, makes this vision a reality by opening and extending networking possibilities in K-12 schools. 

What Is Communications Tools for Schools?

Microsoft Communications Tools for Schools, a collection of communications and Internet tools, is the only communications solution to incorporate the K-12 Web template, education-specific wizards, e-mail, video-conferencing software, and Internet publishing. In addition, this offering includes new Macintosh Installable File System drivers, thus extending the cross-platform capabilities of  the Windows NT network operating system by providing full network access to native Macintosh CD-ROMs. Added to Microsoft Windows NT Server 4.0, Communications Tools for Schools is the easiest and most complete communications solution to set up, deploy, manage, and use.



After giving Microsoft Communications Tools for Schools a try, Chris Ickles, Instructional Technology Specialist of the Region XVI Education Service Center, Amarillo, Texas, says he plans to demonstrate this new tool kit for Windows NT Server 4.0 to all of the districts that are thinking of investing in new servers. “Schools without Windows NT Server 4.0 and Communications Tools for Schools are making communications and networking harder than they need to be,” says Ickles.  “This is one package that is cost effective to use and administer.”



Typical Installation Takes as Little as One Day

The Communications Tools for Schools program installs and runs on a single Windows NT 4.0 Server and the typical installation takes as little as one day.  Additional documentation provided on the CD, including a comprehensive Getting Started guide and Network Blueprint, take the administrator through network design and installation as well as step-by-step installation and configuration of client software.



Easy Integration With Windows NT Server 4.0

Communications Tools for Schools is designed to easily integrate with Windows NT Server 4.0.  The installation interface is both intuitive and dynamic. After placing the CD-ROM into your drive, the software checks to ensure certain conditions exist within your Windows NT server.  If any conditions are not found, the setup wizard starts a new process.  The process takes the Administrator through Communications Tools for Schools installation, providing pop-up help screens to explain exactly what is happening.  If Windows NT has to reboot after the installation of any of these components, the setup wizard ‘remembers’ its place and automatically comes back to where it left off. 



User Account Wizard and School Web Template Features

Once the Windows NT level components are installed, setup begins installing the Communications Tools for Schools components. These components include server administration wizards, server-based software applications, and third party client programs.  



With Communications Tools for Schools, server administrators can now:

batch import and create user accounts, taking the data from a Microsoft Excel spreadsheet or a comma-delimited text file. Hundreds of user accounts can be generated in a single minute.

publish immediately on the World Wide Web or a school intranet. With the customizable school Web template, designed for K-12 education, the administrator is prompted for a small amount of school information as well as the school colors. When the template is completed, information such as school-wide announcements or homework or even activities of the French Club, is propagated throughout the Web site. 

take advantage of E-mail services provided with the Internet-compliant MS POP3 MailSrv service. 



“Combining the amazing collection of tools included on the Microsoft Communications Tools for Schools CD-ROM with the power and ease of Windows NT Server 4.0 makes it easy for any school to create a high-powered Internet site,” says Collins. The Web66 Project Web site at http://Web66.umn.edu/ provides information about technology resources and tools that support the integration of the Internet and World Wide Web into curricula in K-12 schools.



 “With easy-to-use tools tailored to educators’ needs, Microsoft Communications Tools for Schools enables even more schools to make the most of the learning opportunities technology has to offer.”  Since Web66’s pilot school, Hillside Elementary, converted to a Windows NT network, “teachers have devoured the new capabilities,” Collins says. The 600-student school in Cottage Grove, Minn., just outside of St. Paul, is the test site for all of the new technology ideas and resources documented on the Web66 site. 



“With Communications Tools for Schools, it finally is practical to give every teacher and every student their own personal file space, e-mail address, and Web space that is available to them from any computer in the school,” says Collins.



Where To Go for More Information

Communications Tools for Schools is designed for K-12 education. It is feature rich and requires minimal installation time, allowing you to create and enhance a connected learning community quickly and easily at your school. More information, including an online test drive of the school Web templates, can be found at the Communications Tools for Schools Web site at http://www.microsoft.com/education/k12/cts.



*Shipping and handling charges apply
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4. On Your Desktop

Migrating to Microsoft Office 97



by Katie Jordan, Product Manager

Microsoft Desktop Applications Division





Microsoft( Office 97, Professional Edition, provides significant upgrades of each productivity application: Microsoft Word, Microsoft Excel, the Microsoft PowerPoint® presentation graphics program, and Microsoft Access. Office 97 also introduces the Microsoft Outlook( 97 desktop information management application that replaces Schedule+ in the Office suite. 



Office 97 brings schools the power of an intranet, enabling administrators, teachers, and students to share information, collaborate on projects, and be more effective in getting their work done. Office 97 offers significant changes over previous versions of Microsoft Office in three key areas: 



Individual Efficiency: Intelligent and integrated software helps users get organized and be more productive. 



Intranet Solutions: Users can exploit the power of an intranet for sharing information throughout an organization. 



Improved Software Management: Enhanced setup and administration tools translate to easier migration and reduced support costs. 

Flexible Setup

Upgrading larger software installations throughout a school district or within a school is not a trivial undertaking. Software is often evaluated for the capabilities the users want, but it should also be evaluated for ease of installation, administrative flexibility in setting defaults, and file-sharing capabilities across different platforms and versions of the same software.



Microsoft Office 97 is designed to provide administrators with the same high level of flexibility and control whether end users install the software themselves, whether a technician installs it,  or whether a fully�automated, hands�off installation process such as Microsoft Systems Management Server is used.  In addition, because many large schools use tools to manage users’ desktops, Microsoft has provided the technology to support these tools, including support for System Policies and System Management Server. 



System Policies and System Management Server



System Policies, introduced in the Windows( 95 operating system, and now supported in Windows NT( Workstation 4.0, gives the administrator control over custom settings for both the operating system and the applications on end-user computers. Default file formats and locations, Office Assistant settings, and the workgroup template location are examples of options that can be set through System Policies. For example, if you will be installing Office 97 throughout your school district over a period of time, you should set the default file format so that files are saved in an earlier version of Office. This will allow for continued document sharing between all users. 



Systems Management Server (one of the BackOffice™ server products) makes it easy to install Microsoft Office throughout a school or district remotely, eliminating the need to visit each desktop individually. 

Administrative Tools

In order to meet the varied software installation needs of schools, Microsoft has created tools that allow administrators to customize Microsoft Office. 



The Network Installation Wizard lets network administrators create one or more custom installations of Office 97 by stepping them through the process for creating a custom Setup Table File (STF). Office setup then allows users to specify which STF to use during any given installation. For example, an administrator would want to choose the default file save type for the current version of Office if users were to be added a few at a time. That way, users can continue to share files. Other Network Installation options include choosing which features should be installed; whether users should install the software on their local hard drive or run it from the server; the default folder for installing Office and the My Documents folder; and whether to add files to Setup, such as custom templates. The Network Installation Wizard is available on the CD�ROM in the Microsoft Office 97 Resource Kit. 



The Office 97 Policy Template is used with the Windows 95 Policy Editor to update changes to users’ systems over a network. For example, once all users machines have been upgraded to Office 97, the administrator can use the Policy Template to change the user default file save from the Office 95 file formats to the Office 97 file formats. For more information on implementing System Policies, refer to  the Windows 95 Resource Kit or the Windows NT Resource Kit. 



The Office Upgrade Assistant, available with the Microsoft Office 97 Resource Kit, helps end users and administrators remove obsolete Office 4.x or Office for Windows 95 software(making it unnecessary to remove an earlier version of Office prior to installation of Office 97.

 

Batch file converters let users convert entire directories of files to any file format supported by that application. In addition, in the Typical Setup for Office 97, a database is created that shows you a complete list of application files that were installed with Office 97 and includes queries that tell you the feature that installed the files, file location, version information, and so on.  



File-Format Compatibility



In a mixed environment of Microsoft Office users, sharing files can be problematic. Administrators don’t want to expend the effort and cost of installing converters for older versions of software, and users of the new version don’t want to give up new features in order to save in older formats. starting with the Office 97 applications, Microsoft Word, Microsoft Excel and PowerPoint will be able to determine if a file that is being opened was created in an older version, and help the user locate converters on a shared network location, or even the Microsoft Web site. 



Default Save Feature in Microsoft Word 97, Microsoft Excel 97, and PowerPoint lets administrators restrict users to saving in a particular file format. Since many schools do not upgrade everyone at one time, this is an effective intermediary solution for sharing files. End users can specify the file format in which to save documents in the Tools Options dialog box in each of the applications. In addition, on the Windows 95 and Windows NT platforms, the administrator can set the file format using the System Policy. 



Viewers allow users who do not have Office to view and print Office documents. Users can accomplish specific tasks such as following hyperlinks, showing a presentation in the PowerPoint Viewer, or using the AutoFilter feature in the Microsoft Excel Viewer. Viewers can be downloaded from the Microsoft Office Web site at http://www.microsoft.com/office/.



Additional Resources

There are a variety of resources available to assist administrators in installing and using Microsoft Office. 



The Microsoft Office 97 Resource Kit is available through Microsoft Press or can be found on the Microsoft Web site at http://www.microsoft.com/ork/ and on the Microsoft TechNet CD�ROM. 



A host of Microsoft Solution Providers and Authorized Training and Education Centers are specifically trained to assist in deployment, development, and training with Microsoft products. Information can be obtained by calling 1�800�SOL�PROV in North America. 



Microsoft TechNet is a comprehensive information resource for anyone who evaluates, implements, or supports Microsoft business products, sent out monthly on CD�ROM. More information can be found at http://www.microsoft.com/technet/.



For classroom teachers, students, support staff, and staff development specialists, In and Out of the Classroom with Microsoft Office 97 training guide will be available in February on the Microsoft education Web site at www.microsoft.com/education/.



All of the capabilities mentioned in this article can be found in the Office 97 Migration White Paper found on the Office Web site at (http://www.microsoft.com/office/office97/documents/o97migwp/migwp5.htm).
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Tip: Office Assistant for Hire





The Office Assistant is a new breed of user assistance or Help offered with Microsoft( Office 97. Based on the phenomenon of the departmental “guru,” the guy or gal who answers questions about all things technical,  the Assistant is a small character that appears on your screen as you work. Just like your local guru, you can ask the assistant questions in everyday terms, not “technobabble.”  The Office Assistant also serves as a central place to unify all of the user assistance provided in the Office products. 



Here are some of the ways the Office Assistant can help:



Natural Language Assistance: When a user asks the Office Assistant a question in everyday language, such as “How do I print sideways,” the Office Assistant shows the way.

Tips: While you’re actually doing your work, the Assistant watches what you’re doing and gives tips for methods that are more efficient or exposes features you may not have discovered.

Intelligent Help: Based on your actions, the Office Assistant will actually guess what you might need assistance on without your even having to ask.



If you don’t want the Assistant popping up on your screen with helpful hints,  just click the Assistant and it’s gone. 



Note:  If more than one student or teacher is using the same computer, remember to reset the Office Assistant Tips (that way they’ll all learn how to use Office 97). To reset the Tips, right-click on the Assistant, choose Options, then click Reset My Tips.





For more details, visit the Office Web site (http://www.microsoft.com/office/office97/97tguar/97tguar1.htm).



( 1997. Microsoft Corp. All rights reserved.



Troubleshooting: Microsoft Office 97



Q: How do I ensure that my Microsoft( Office 97 setup goes smoothly? 



A: One way to ensure smooth installation of Office 97 is to remove earlier versions of Microsoft Office before installing Microsoft Office 97.



The Microsoft Office 97 Setup program allows you to install directly over an earlier version of Microsoft Office. If you choose to remove the earlier version of Microsoft Office during setup, the Setup program will remove earlier versions of Microsoft Office (Microsoft Office 4.2, Microsoft Office 4.3, and Microsoft Office 95) from your computer. However, Setup will not remove all the Microsoft Office files that have been installed into the \Windows\System folder. Files that may be used by other applications will not be removed.



To completely remove all the older system files, it is recommended that you use the standalone version of the Office Upgrade Wizard before running Setup. This application is located in the \OffClean\ValuPack folder on your Microsoft Office 97 compact disc. The application file is named OffCln97.exe. Running this file will start the stand-alone version of the Office Upgrade Wizard.



In the second step of the Wizard, choose Completely remove all of my old Microsoft Office applications and your system files and registry entries of the older Microsoft Office version (Microsoft Office 4.2, Microsoft Office 4.3, and Microsoft Office 95) will be removed. You may, however, need to reinstall some other applications after using this option.



Q: I ran the Office Setup program to uninstall Excel. In the Maintenance Installation dialog box, I deselected the Excel check box and continued with the Setup program. My Excel directory and all the subdirectories are still on my hard drive. Why? 



A: When you run the Setup program and you uninstall an application, not all of the applications files and directories are removed from your hard drive. The Setup program does not remove your data files, of course, but it also does not remove the directories (to avoid removing some of your own files), and it leaves behind some configuration files. For example, Microsoft Words NORMAL.DOT and WINWORD.OPT files are left, as well as Microsoft PowerPoint’s DEFAULT.PPT file. The nice thing about this is that when you install an updated version of the program, it can use these default configuration files.



Q: How can I avoid unwanted results from AutoCorrect and AutoFormat without disabling AutoCorrect and AutoFormat?



AutoCorrect and AutoFormat use internal algorithms to intelligently guess at the correct times to adjust text. These algorithms can lead to unwanted corrections in some cases.  



To prevent Microsoft Word from automatically numbering a paragraph that begins with a first-name initial, click AutoFormat on the Format menu, click Options, select AutoFormat As You Type, and clear the Automatic Numbered Lists check box. (You can toggle other AutoFormat options on or off as well.) Click OK, and then click Cancel. 



To avoid incorrect AutoCorrect assumptions involving capitalization, create an AutoCorrect exception. On the Tools menu, click AutoCorrect, and then click Exceptions. Make the appropriate entry, click OK, and then click OK again. 



You can also automatically format other items, such as when to use heading styles, when to change 1/2 to ½, and when to replace Straight Quotes with  Smart Quotes.



Q: What are the system requirements for Microsoft Office 97? 



A: To use Microsoft Office 97, you need: 



Personal or multimedia computer with a 486 or higher processor 

Microsoft Windows( 95 operating system or Microsoft Windows NT( 3.51 Service Pack 5 or later (will not run on earlier versions) 

Windows 95: 8 (megabytes) MB of memory required to run applications individually (12 MB required to run Microsoft Access); more memory may be required to run additional applications simultaneously

Windows NT Workstation: 16 MB of memory required to run applications individually; more memory may be required to run additional applications simultaneously 

MB hard disk space required; 121 MB required for typical installation, depending on configuration. Use the Office Upgrade Wizard during setup to maximize free disk space 

CD-ROM drive (Coupon enclosed for 3.5" high-density disks. CD-ROM product contains Microsoft Internet Explorer, additional clip art, fonts, video files, and sounds not available on 3.5" disks) 

VGA or higher-resolution video adapter (Super VGA, 256-color recommended) 

Microsoft Mouse, Microsoft IntelliMouse, or compatible pointing device 



( 1997. Microsoft Corp.  All rights reserved.

5. Classroom Corner

Finding the Needle in the Haystack



by Suzanne Sowinska, Ph.D.



On the night he won re-election, President Clinton announced that one of the education goals he was setting for the next four years was that “every 12 year old in America be able to log on to the Internet.”  In his eagerness to have K-12 students embrace the new technology offered via the Internet and World Wide Web, he was probably not thinking of all the difficulties and challenges he was presenting to the teachers and school districts who will actually be responsible for providing Internet literacy. Anyone who has used the Internet even once knows that logging on is one thing, finding information and getting students to it is quite a different matter.



Information overload is one of the biggest problems with using the Internet. Finding what you want can be like looking for a needle in a haystack. For each search you are likely to get not only too much information but the wrong kind. 



Search engines are the main tools that Internet browsers such as Microsoft( Internet Explorer or Netscape Navigator use to help you find information and narrow down your searches. Search engines aren’t all the same though and each one you use takes a little time to learn to use well.  For example, if you use the Lycos search engine to search for “Bill Clinton,” you will get links to 68,173,788 unsorted Web documents, the Excite search engine narrows this down to only 1,406,904 possible links to documents sorted from an index, while the Yahoo search engine will give you only 78 sites sorted by category. All three return links such as Yahoo’s link to the Bill Clinton Bobbing Head Doll Home page that you probably don’t want.



A little knowledge about and practice using search engines will give you the skills you need to whittle down the choices so you get what you want as quickly as possible. Using American Presidents as an example, and the Microsoft Internet Explorer as your browser, let’s take a look at how to search, what happens when you search, what the best search engine for K-12 teachers are, and how to help students get to where they need to be.



Getting Started

To begin, launch Microsoft Internet Explorer 3.0. Then, on the Address line type Go American Presidents. (You can also type ? American Presidents or Find American Presidents.) As you can see, this is the quickest way to search using Internet Explorer. It starts the Yahoo search engine, enters the search string p=American + Presidents, which then searches for and returns a list of Web sites related to the American Presidency. Click a link and you’re on your way to exploring what Yahoo lists as available information on this topic.



How Do Search Engines Work?

Search engines generally have two functions: collecting existing information and providing information to users. Often referred to as robots, worms, or spiders, when collecting, they wander, crawl, or roam Internet sites, and bring back resources such as titles, descriptions, and Web page addresses, that are then indexed and organized into a database.  In addition to automatic collection, some search engines also index information manually to eliminate useless titles and provide searchable subject indexes to sites. Search engines also provide an interface between the person searching for information and the indexed database of resources it has collected.



About the only thing growing faster than the Internet itself is the number of search engines to help you track down the information you need. There are currently at least 300 to choose from. The best search engines are large (their database contains 30 - 50 million Web pages), the information they provide is current, they search quickly and can handle a lot of users at once, have useful search features, and are easy to use. John Holmes, a reference librarian at the University of Washington undergraduate library who teaches in-service Internet classes to K-12 teachers, advises them to think about ease of use, power, and accuracy of results when selecting a search engine. Currently, he suggests teachers use AltaVista, Yahoo, Lycos, and Excite as their primary search engines. 



Getting to the Best Search Engines for K-12 Classroom Use

Start Internet Explorer 3.0 and click the Search button. On the Search page, you’ll see links to AltaVista, Yahoo, Lycos, and Excite as well as to several others on this page. To get to the main search page for each engine, leave the search line blank, click the engine you want to use, and then click Search.



Before using a search engine for the first time it is useful to review its Search examples, if provided. For example, go to the main search page for AltaVista and then click the Help button in the logo. This takes you to a Help page that explains how simple queries work. If you get good at searching and want to try an advanced query, click the Advanced button in the logo and then click the Help button. There is also a Help button on the main search page for Excite. 



What’s the Difference?

Each of the four recommended search engines uses slightly different techniques to help you find information and narrow searches.



AltaVista Just type keywords into the basic search form, press the Enter key or click the Submit button, and you’re off. AltaVista first tells you how many matches it found for each word and then lists results. A hotlinked title and URL are provided along with the first few words of the page’s text, a file size, and the date the entry was inserted into the AltaVista database. Results are ranked with the best match appearing first. The best feature is that after you’ve submitted a search, your keywords remain in the form so that revising the search is easier.



Yahoo  Type your keywords into the search box and click New Search. Yahoo is a good all-around search engine. Yahoo doesn’t prioritize results, which sometimes means you have to wade through dozens of URLs that might not contain the information you are looking for. It’s best feature is that if it can’t find what you’re looking for it can feed your search terms to six or more other Web search engines to provide broader coverage.



Lycos  Type your search item in the For box and click Go Get It.  Lycos returns its results ranked according to relevance rating (ranging from a low of 0.0 to a high of 1.0) and also indicates how many terms in your search were actually matched.  A hotlinked title is returned along with an outline, an abstract, and a URL. A great feature is that you can get further information on the Web site from the search page in a detailed results report that supplies you with the number of links a page has to other pages, as well as the words matched on the page.



Excite  Type your keywords or search string into the What box on the Excite form, make sure World Wide Web is selected in the Where box and click Search.  Although Excite doesn’t provide the sophistication of AltaVista, its concept search feature returns pages that don’t include your search terms but do include information about the terms. The engine lists results in order of relevance, with a graphic that shows ranges of accuracy. The best feature is that you can click this graphic to find similar documents, thereby refining your search without having to submit any new terms. The results of an Excite search include a hotlinked document but no URL.



Narrowing the Search

To narrow your search use words that are as specific as possible.  The four recommended search engines also all allow you to use Boolean operators that you type using all capital letters in between keywords to help narrow your search.  Boolean operators are words, phrases, capitalization, or symbols like AND, OR, NOT, NEAR, +, ;, or -, (), $.



For example, If you type Presidential Election Results AND 1996, both phrases will be present in the resulting documents. If you type Presidential Election Results OR 1996, at least one will be present. If you type Presidential Election Results NOT 1996, resulting documents will exclude those from 1996. 



Practice makes perfect and the more you use these techniques the better you’ll get at them.

Tips for Searching 



Be as descriptive as you want when searching. For example, try typing in your search as a sentence: “How do I register to vote if I live in the 9th district of Monroe County in New York State” The search box for all these engines holds as many words as you like. Words like the, those, and a will be automatically stripped out by the engine.



Double-check your spelling. Even a small error can skew results.



Getting back to a page you’ve lost: try searching on any words that you can remember were on the page. If at first you don’t succeed, try another search engine.



Capitalize proper names, like John Doe (instead of john doe) when looking for them and most search engines will only return pages where they are capitalized.



Learn how to use Boolean operators to help narrow your search. The AltaVista search engine, for example, provides excellent examples of how these work: http://www.altavista.digital.com/cgi-bin/query?pg=ah. 



Turn on security features in your browser to protect students from viewing questionable Web sites. (see related Microsoft Internet Explorer tip in this issue).



If the search engine you are using displays a lot of pictures, you can speed it up by viewing in text-only mode.



If you like the search engine you’re using, it’s easy to make it the current search engine the default. Click the Search button on the Internet Explorer toolbar, click the engine you want, and then click the Set Default button. 



(Or, click the View menu, and then Options. In the Options dialog box, select Search Page from the Page drop-down menu. To make the currently selected search engine the default, click the Use Current button. Or type the address of the search page you want to use. Click OK to close the dialog box.)



Suzanne Sowinska is a software consultant, technical writer, and university educator.
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