eFOTG
Instructions for Viewing, Printing, and Saving Files
There have been numerous requests for assistance regarding the best way to view, print and save electronic Field Office Technical Guide (eFOTG) documents.  By default, the eFOTG tree menu shows only a part of each document in the right-side screen, making them difficult to read.  Users are also finding it difficult to print and save documents.  
Most eFOTG documents are Adobe Acrobat, Microsoft Word, or Microsoft Excel program files.  Provided below are setup procedures that will allow eFOTG users to view entire documents in a separate screen using their web browser (e.g., Internet Explorer or Netscape) and to use program features for printing and saving.  

It may be appropriate for you to save files on a disk or your hard drive before using them because of file size and download speeds.  You should also save a copy of the files you wish to add data to or alter, in order for the data to be saved.  If you choose to save files, it is your responsibility to make sure that you are using the most current version, as eFOTG documents are regularly updated.  Also keep in mind when printing, each printer has its own specific default settings that may affect the printing outcome.
I. 
eFOTG Setup
To view entire documents in a separate window using your web browser (e.g., Internet Explorer or Netscape), make the following change to your eFOTG setup: 
1. Access the eFOTG at: http://www.nrcs.usda.gov/technical/efotg/index.html.

2. Select any state (e.g., Hawaii or Pacific Basin) and click on any area or island to open the eFOTG menu.

3. Click Preferences (located in the blue menu header). 

4. Check In a New Window. 

5. Click Save Changes.
II. Adobe Acrobat Setup
In order to use Adobe Acrobat PDF documents, you must either have a downloaded Adobe “Reader” or an Adobe Acrobat program (e.g., Standard or Professional) installed on your computer.  
A. Downloading Adobe “Reader” Program

If you do NOT have an Adobe Acrobat program installed on your computer, you must download an Adobe “Reader” program in order to open and use PDF documents. 

Due to Federal requirements for accessibility, PDF files on federal government websites such as the eFOTG, require version 6 or higher.  If you do not already have such a Reader installed on your computer, you may download a copy for free at: http://www.adobe.com/prodindex/acrobat/readstep.html.
After downloading, you should notice that the Adobe Reader plugin becomes a part of your browser, allowing you to open PDF documents using your browser (e.g., Internet Explorer or Netscape).  Once opened, you may use the Reader functions to view, print, and save PDF documents.  
B. Adobe Acrobat Program Setup
Complete the following setup procedures to open PDF documents for viewing, printing and saving:  
1. Click the Start menu (bottom left hand corner).

2. Click to open the Adobe Acrobat program that you have installed on your computer (e.g., Reader, Standard or Professional).

3. Click Edit.
4. Click Preferences. 
5. Select the General feature on left selection panel. 

6. In the miscellaneous field, click to clear the Open cross document links in same window.
7. Click OK.
C. Using Adobe Acrobat Documents
The following additional instructions for using PDF documents are available on the Office of Personnel Management’s website http://www.opm.gov/html/acrobat.asp:  
· Printing PDF Files 

· Copying and Pasting PDF Text 

· Reading PDF Files with a Screen Reader 

· Fillable PDFs 

· Troubleshooting PDFs 

III. Microsoft Office Setup
In order to use Microsoft Word and Excel documents, you must either have a downloaded “Viewer” version or the actual programs installed on your computer.

A. Downloading Word and Excel “Viewer” Programs

If you do NOT have Microsoft Word and Excel on your computer, “Viewer” versions are available for downloading free of charge at the following sites:

Word Viewer 2003: http://www.microsoft.com/downloads/details.aspx?familyid=95E24C87-8732-48D5-8689-AB826E7B8FDF&displaylang=en
With Word Viewer 2003, you can open, view, print and copy a Word document, however you cannot edit an open document, save a document, or create a new document.

Excel Viewer 2003: http://www.microsoft.com/downloads/details.aspx?FamilyID=c8378bf4-996c-4569-b547-75edbd03aaf0&displaylang=EN
With Excel Viewer 2003, you can open, view, print and copy an Excel workbook, however you cannot edit data, save a workbook, or create a new workbook.

B. Word and Excel Program Setup
Complete the following setup procedures to allow use of program functions:  
1. Click the Start menu (bottom left hand corner).

2. Go to My Computer to open your folder menu. 
3. Click open the drive in which your program files are located.  (For NRCS employees this would be your personal folder in the H drive.) 

4. Click Tools.
5. Click Folder Options. 

6. Click File Types.  (A moving flashlight will appear while your computer searches for Registered file types.  Be patient, this may take awhile.)
7. In the Registered file types list:

a. Scroll down to find, then click: Extension: DOC, File Type: Microsoft Word Document.

b. Click Advanced (bottom right side).

c. In the Edit File Type dialog box, click to clear the Browse in same window check box.

d. Click OK.
e. Scroll down to find, then click: Extension: XLS, File Type: Microsoft Excel Worksheet.


Repeat steps 7.b., 7.c., and 7.d.
Note: Some eFOTG Section IV documents, such as Jobsheets and Operation and Maintenance Guides or Plans have been set up as Microsoft Word fillable forms.  You must first save a copy of these files on a disk or your hard drive in order for the data you enter to be saved.  Some of these documents may have the protection feature activated, which will allow you to only enter data in certain fields.  If you would like to turn this feature off, to allow editing of a document, click Tool, Protect Document, Unprotect Document.
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