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September 17, 2002

Instruction Memorandum No. UT 2002-085

Expires: 09/30/03

To:  

SD, DSDs, EEO, LE, AFOs

From:

DSD, Support Services

Subject:
Conversion of Complex Corel Products to Microsoft Office Formats

DD:  9/27/02

WO IB #2002-128, Office Automation Standard, dated 8/12/2002 was provided with limited distribution.  The purpose of the IB is to ensure end-users recognize they are responsible for converting Corel products, including WordPerfect, before Corel is replaced by Microsoft’s Office Automation Suite (Word, Excel, PowerPoint, Access and a limited number of publisher licenses).  This replacement is in accordance with the Bureau issued Instruction Memorandum WO-IM-2002-173.

At this time, we have started office automation (OA) training for the Microsoft (MS) Office products (Word, Excel, Power Point) in accordance with the State OA training plan submitted to the National Training Center.  By September 19, 2002, the train-the-trainer training will be completed in the State.

We do not anticipate document conversion from WordPerfect to MS Word to be a problem for most of our documents as MS Word or Excel will automatically read most spreadsheets and word processing documents created by Corel.  However, there will be some documents, generally those with special formatting, which will not adequately convert.  For these conversions, the State has purchased and distributed DataViz document conversion software for all offices.  This document conversion software should now be available through your local computer support staff.

However, even with the native MS Word and DataViz document conversion software, some complex documents with special formatting and macros may not convert and may have to be contracted for conversion.  Limited funding has been targeted in FY03 for document conversion in the Bureau; however this funding is not sufficient to convert all complex documents.

Action:  You should make a list now of your items that will require conversion.  These are items that will still be actively used after 1 October, and are items you have determined are worth the effort to convert.  You should then make the first effort yourself to perform the conversion.  Documents submitted for contract conversion must be large documents (several pages in length) with special formatting (extensive tables, indexing, graphics, macros, etc.) which are being actively used (e.g., on-going planning documents).  Before submitting documents for contract conversion, each office must first try converting the documents with either the native MS Word/Excel conversion or DataViz software to assure they will not adequately convert.

 To aid in your effort, two knowledge bases are available:

1) The Lotus Notes “MS Office Knowledge Base” provides instructions and gives you a place to share information with other users.  It can be accessed from Lotus Notes database LMNI4/BLM/DOI/Bureau/MS Office Knowledge Base.

2) The web-based “Resource Center” contains instructions, tips and links to other resources.  It can be accessed at http://web.or.blm.gov/OR955/msoffice/index.asp.

Large complex documents requiring contract conversion will be placed in a Bureau repository and prioritized for conversion.  All Field Offices and State Office divisions and staffs, must identify these documents and submit them to Elaine Nielson ((801) 539-4207), Information and Technology Management Branch for State prioritization by the State CIO no later than September 27, 2002.  The National Office is closing the data repository to new documents on September 30, 2002.

If you have any questions, please contact the IT Operations Supervisor, Karl Sakaeda ((801) 539-4202) in the Branch of Information and Technology Management. 
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