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How to use Citrix Remote Access

Citrix Remote Access gives UW-Parkside faculty and staff the ability to access the university’s network drives from any computer, anywhere, with a high-speed Internet connection.  Citrix, a web interface server installed as part of the recent Evolve IT project, makes this possible. 

These instructions will be permanently posted on the CTS homepage (part of the UW-P website) should you need guidance in the future.  

System requirements:
Operating System:  Windows 2000, Windows XP, Vista

Web Browser: Microsoft Internet Explorer 6.0 or newer, or Firefox

Hardware:  Pentium II with 128 Megabytes RAM

Note:  The Citrix Remote Access connection works best with a high-speed broadband network connection.
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How to access Citrix 
Using your regular web browser, go to http://cag.uwp.edu (this URL does not include “www”). This gives you access to the Citrix server.  Please note:  the screens you see may not exactly match the ones shown in this document, but they should be similar. 
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You may want to bookmark this site, or add it to your list of favorites.  You’ll need to return here each time you use Citrix Remote Access in the future.  You can also make a shortcut to this site for your desktop.  
Enter your UW-Parkside username (last name or initial and last name, not your full email address) and password, then click “Log In.”  
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Important note:  If this is the first time you are accessing Citrix, you will need to download and install the Citrix client software before proceeding.  You should receive an alert regarding this automatically at this point in the process.  Please go to Appendix A (page 10) for further instructions. You will only need to do this one time for each computer that you use to access UW-P’s Citrix server.  
Your login will be processed and the following screen will appear.  The choices you see in the “Applications” box may differ from what is shown here.  
Single click the application you would like to use.  If you click on “Explorer” it’s like clicking on “My Computer” and will allow you to easily view, navigate and access all the drives, folders and files that are available to you.  
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If you use the Firefox web browser, you may see this screen when you launch an application.  Just click “OK” to select the default answer.  
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Some of the selections may be represented by a folder which contains additional applications (i.e. Word, Excel, Outlook, etc.).  Click on the folder to access those 
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When you need to return to the main Applications menu from one of the sub-folders, click on the small yellow folder labeled “Up” at the top of the menu box.  


You may need to wait a moment while the application launches.

Citrix may also ask you to select the local drive access permissions.  Choosing “Full Access” allows you to open and modify your files, “Read Access” only allows files to be opened and read.  
Now you’re ready to work.
To access drives, files and devices:
When using Citrix Remote Access, you will have access to much of what you normally have on your computer at UW-Parkside.  This includes material in any external devices connected to that computer.  


If you chose a specific application, click “File” then pull down to “Open.” A menu will appear that allows you to select “My Computer” (probably along the left hand side).  Clicking on that will bring up a menu like the one here.  

Or, if you clicked “Explorer” rather than a specific application, you will see a listing of the drives available to you, as shown here.  

From there, it’s just a matter of navigating through the appropriate drives, folders and files to find and open the material you need or want to work on.  

External devices:  To access a portable storage device installed in your computer at work, look for the drive letter for that device.  In Citrix, the drive letter for any drive that is not part of the UW-P network will be followed by a dollar sign ($).  
If you don’t know the drive letter for the device, start by double-clicking on the “My Computer” icon.  Your device will show up under “Devices and Removable Storage.”  The window will display the device name followed by its assigned drive letter.  In this case the device name is Swissmemory and the drive letter is E:\. So on the “My Computer” listing, you would look for a drive labeled “E$”.
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Saving and printing your work

Saving:  You can save your work to any of the UW-P drives or external devices that you are able to access during your remote access session.  
Remember that the H drive is your personal storage space on the UW-P file server.  This drive is centrally backed up in the UW-P data center and is secure and easily accessible.  We encourage you to use this drive to store your files and data. 
Printing:  When printing while using remote access, double-check to be sure you’re selecting the proper printer.  The default printer may be different than what it usually is.  In the campus labs select the “Ranger Printer” or at home select the name of your local printer.  
You can also print documents from a remote location on any network printer on the UW-Parkside campus.  For instructions on how to do this, see Appendix B (page 13).  
Ending your session
After you are done using the application go to “File” then “Close” or “Exit” to safely close the application.  If you don’t, your personal setting changes will not be saved.

When the applications you’ve used during your session are closed, you will again see a Citrix screen.  Click “log off” and close the window.  
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Your next session

The next time you need to use Citrix Remote Access, just go to http://.cag.uwp.edu and login using your UW-P username and password.  You should have access right away.  
Save time by adding the Citrix address to your list of favorites, then create a shortcut on your desktop to make it easy to get to the site whenever you want to use remote access.  

You will need to download the Citrix client software again each time you use remote access from a different computer.  

Need help?
We hope these instructions were helpful and you were able to successfully complete your work.  Citrix Remote Access offers you a greater degree of flexibility, convenience and efficiency and we know that many of you will use it regularly.  These instructions will also be posted on the Campus Technology Services home page, which is part of the UW-Parkside website, so you will be able to refer to them at any time.
If you need assistance, had a problem, or have questions, please contact Lee Goldesberry at 595-2382.  

Appendix A:  Citrix client installation
If the Citrix client has not been installed on the computer you are using, you will receive a prompt to download and install the software the first time you log in.  You will need to install the Citrix client the first time you use a particular computer for remote access.  
On Internet Explorer, the blue security bar just under the address line will appear.  You may also receive an audible alert and a pop-up alert.  Click on the blue bar and select “download.”  
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In Firefox, the download will start automatically.  You may receive a prompt—just click “OK.”
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When asked, click on “Run” to run the application.
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Then click on “Run” to run the Citrix Web Client

[image: image9.png]Internet Explorer - Security Warning

Do you want to run this software?
j Name: yieb Clent for Clrx
Publsher: Citrixt Systems, Inc

(&) or s

Wil fils from the Internet can be useful, this il type can potentislly harm
our computer. Only run software from publishers you trust. What's the isk?





Screens will appear with simple prompts and instructions to take you through the installation process.  It only takes about a minute. When you see this screen, you’re done.  
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Restart your browser, then login to Citrix again (http://cag.uwp.edu) and you will have full access.  
Once you have downloaded this software to the computer you are using, you will not need to go through this process.  However, if you want to use Citrix Remote Access from a different computer, you will need to download the software to that computer.  
Appendix B:  Printing to a network printer
You can print a document from a remote location to any network printer on the UW-Parkside campus.  Network printers are usually centrally-located within a department or office.  You are not able to print to local printers (the one in your office or workstation).

Once you add a particular network printer to your personal Citrix settings, it will be there permanently and will appear as an option anytime you want to print a document.  

In order to add a network printer, you must exit or quit any application you may have been using through Citrix.  Go back to the Citrix Web Interface page—the first page you see after you login.
Find the yellow “utilities” folder in the Citrix applications box and click on it.  
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On the next screen, click on “Install Printers.”
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A listing of UW-P network printers will appear.  If the printer you would like to use is among them, click on it.  
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Close that dialogue box and the others that you went through until you’re back at the Citrix applications screen.  Click on “log off.”  
Then log back in to Citrix.  When you are using remote access and need to print, look carefully at all the printer options available to you.  The network printer you selected should be among them and you may choose to have your material print on that machine.  

Remember, once you have selected a network printer, it will always be among your printer options whenever you are using Citrix Remote Access from that particular computer.  

Appendix C:  Configuration for Outlook and Oracle 
In order to use Outlook and Oracle via Citrix Remote Access, you must first go through a simple, semi-automatic configuration process.  You only need to do it once.  From then on, you will have remote access to these programs anytime and anywhere you login using Remote Access. 

Before starting the process, please double-check to determine your name in Outlook and Oracle.  This may not be the same as your UW-P username.  You will need your Outlook and Oracle name during the process.  This is the log-in name & password that you use when you log-in to your Oracle Calendar.
Using your regular browser, access Citrix at http://cag.uwp.edu and login with your 

UW-Parkside username and password.  Please note:  your screens may not look exactly like the ones shown here, but they should be similar. 

On the next screen in the “Applications” box, click on the yellow “Utilities” folder.  Another “Applications” box will appear.  In this one, click on “Outlook Config.” 
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This starts the semi-automated configuration process.  Wait a moment—don’t jump in right away to start clicking on items!  At several points in this process numerous windows will quickly appear and disappear, with text entered in automatically.  But when that stops and this window comes up, click “yes.”
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Again, more windows will come and go.  When this window appears, enter your first name, a space, and your last name.  The information you enter must match your Outlook and Oracle name (your name as it appears on any email you originate).  This may not be the same as your UW-Parkside username.
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Answer “yes” or “no” accordingly when this window appears.  If you don’t have an Oracle Calendar account, click “no” and the program will move ahead automatically.  The next few steps here will not apply to you.   
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If you have an Oracle Calendar account, you will need to enter your Oracle Calendar password where indicated:
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For the following window (IMAP4) you need to enter your UW-P email account and password in the appropriate space.
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You may or may not get this window, asking you to enter your name and initials. 
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A message box will appear, telling you that the configuration process is complete.  Close Outlook, wait 30 seconds, then navigate to the Microsoft folder in Citrix applications and launch Outlook from there.  
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You only need to do this configuration process once—if you forget and try to do it again, the program won’t let you.  

You now have access to your Outlook email program and Oracle calendar (if you have one) anytime you use Citrix for remote access to the university’s computer network. 

Important note:  Every time you access Outlook from a remote location, you will see the following message box:
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Despite the ominous wording, you don’t need to worry—this isn’t a problem, it’s simply an automatic protective measure.  Just click on “Overwrite” and you can proceed with using Outlook.  It will not damage or delete any of your existing files.  
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