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, documents are presented in the right-hand screen in the eFOTG tree menu.  Users are experiencing difficulties in viewing the entire document and finding menu options to assist in printing and saving the documents. 
Provided below are 3 ‘setup’ procedures that will allow you to view entire eFOTG documents in a separate Internet Explorer Window and use program (Word, EXCEL, and Adobe) features for printing and saving.  It is recommended that you complete all three setup procedures.  
Please access eFOTG through the https://my.nrcs.usda.gov/ website.  Because of file size and download speeds, it may be appropriate to download/save documents before using them.  If you maintain these files on our desktop, you are responsible for insuring that the most current version of the file is being used.  Also keep in mind when printing, each printer has its own specific default setting that may affect the printing outcome.
1. eFOTG Settings
To open files in a separate Internet Explorer window that enables viewing of entire document:  

1. Access eFOTG through the https://my.nrcs.usda.gov/  website. 
2. Select Hawaii or the Pacific Basin and click on any 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 
6. Click Refresh Menu 
2. Microsoft Office Settings
To configure Internet Explorer to open Microsoft “Office” files in the appropriate Office program and allow use of program features (printing, saving, etc.): 

1. Click the Start menu (bottom left hand corner).

2. Go to My Computer to open the folder menu. 
3. Click open your personal folder in the H drive. 

4. Click Tools 
5. Click Folder Options 

6. Click File Types.  A moving flashlight will appear as the computer searches for Registered file types.
7. In the Registered file types list, scroll down to find the following:

a. Scroll down and 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 and click: Extension: XLS, File Type: Microsoft Excel Worksheet.


Repeat steps b, c, and d.
Note: Some Section IV documents, such as Jobsheets and Operation and Maintenance Guides or Plans have been set up as Microsoft Word fillable forms.  These documents have been protected to allow you to only enter data in certain fields.  If you would like to edit the document text, for example to adjust page breaks, you may turn off the protection feature by clicking Tool, Protect Document, Unprotect Document.

3. Adobe Acrobat Settings
To configure Internet Explorer to open Adobe Acrobat PDF files in new window and allow 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 (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.
Note: We have most documents posted in the eFOTG as Adobe Acrobat (pdf) files.  This allows anyone to view the files without a specific computer program.  Adobe files can be printed out and saved, but cannot be altered unless they were set up as a fillable form that may be filled in.  
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