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With Citrix, one can remotely run MS-Office applications and access their Cuesta data, 
copying files to-and-from a local computer and Cuesta servers (i.e. drives G:, P:, etc.). 

 
 

What is Citrix? 
Citrix is communication software that allows Cuesta employees to connect a remote 
computer (like a home PC) to a "host" computer on the Cuesta College network. When 
accessing Citrix via myCuesta, identification is passed to the host computer, giving one 
access to their personal network drive (P:) and their department's group drive (G:), as 
well as applications like those in the MS-Office suite. 
 

Locating Citrix 
The Citrix channel is normally located on myCuesta's My Job tab.  
 

 
 

NOTE: These directions apply to Windows users only. 
Macintosh users refer to “How to Use CITRIX (Apple Users)”. 
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How to Add the Citrix Channel 
The Citrix channel can be added to any tab in myCuesta. 
 

1. Click the Content/Layout link, at the upper left of the myCuesta screen.  
The Manage Content/Layout screen will appear. 
 

2. Click on the tab where you wish to add a channel.  
 

 
 
 

3. Click on the "Add Channel" button  where you want the channel to be 
placed. 
On the Manage Content/Layout screen, step 1 (Select a category) of “Steps for 
adding a new channel” will appear. 

 

 
 

4. Click the drop-down arrow to the right of “Select Category”. 
A list of categories will appear. 

 
5. Click “Select All”, and then click the Go button. 

On the Manage Content/Layout screen, steps 2 and 3 of “Steps for adding a new 
channel” will appear. 

 
6. Click on the Citrix  channel from the list under “Select a channel”. 
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7. Click the Add Channel button. 

The Manage Content/Layout screen will re-appear. 
 

8. Click the “back to ---- tab” link, at the upper left of the screen. 
 

For example:   
 

You’ll be returned to the last displayed myCuesta tab. 
 
 

Installing the Citrix Client (ica32t.exe) 
Prior to first using Citrix, you need to install the ICA client, a small application that runs 
on your computer, facilitating communication between your computer and the Citrix 
machine (host computer) at Cuesta. 
 
Once installed, there is usually no need to reinstall the ICA client (though reinstalling 
will cause no problems). However if you use other computers to access Citrix, an ICA 
client will need to be installed on each additional computer. 
 
NOTE: Some browsers will incorrectly report that the client is missing, even after the 
ICA client has been installed. You may ignore these messages if you know the ICA client 
exists. If unsure, reinstall the ICA client. 
 

    
 

1. In the Citrix Applications window, click the link, “Click here to Install the Web 
Client”. 

 
A file download dialog will appear. 
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2. Click the Run button. 
 

A Security Warning may appear. 
 

 
 

3. If a security warning appears, click the Run button. 
 

4. Follow the onscreen prompts. 
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5. Once the ICA client is installed, close all browser windows. 
Once all browser windows have been closed, you can re-launch the browser and 
log back into myCuesta and Citrix. 

 

Getting In/Out of a Citrix Application 
 
To launch Citrix, perform the following: 

1. Locate the Citrix channel. 
 

 
 

2. Click on the link, "Click here to access your applications". 
 

4a 

4b 

4c 
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3. Click on the icon for the desired application. 
 
To close Citrix, perform the following: 
 1. Close the application window. 
 2. Close the Citrix applications window. 
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Saving to P: from an application 
When saving your work in Citrix, it is recommended that you save to the “P” drive (your 
personal Cuesta drive).  
 

1. Select File > Save As… from the menu bar. 
A Save As dialog will appear. 

 
2. Click the "Save in" drop-down arrow. 

 

 
 

3. Select drive P, which begins with your user name and ends with "(P:)". 
NOTE: You may be able to view only the first portion of the drive identification. 

 
4. Continue saving as normal, typing a name for your document in the File Name 

field and then clicking the Save button. 
 

Opening a file on P: from an application 
 

1. Select File > Open from the menu bar. 
The Open dialog will appear. 

 
2. Click the "Open in" dropdown arrow. 
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3. Select drive P, which begins with your user name and ends with "(P:)". 
NOTE: You may be able to view only the first portion of the drive identification. 

 
4. Continue opening as normal, locating and selecting the file, and then clicking the 

Open button. 
 

Saving to your local drive from an application 
While not recommended, you can save to your local computer’s hard drive instead of 
drive P:.  
 

1. Select File > Save As… from the menu bar. 
A Save As dialog will appear. 

2. Click the "Save in" dropdown arrow. 
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3. Select the drive, "C$ on ‘Client’ (C:) ". 
4. Double-click on the folder, "Documents and Settings". 

 

 
 

5. Double-click on the folder with your name or the name of your home computer. 
 

 
 

6. Double-click on the desired folder. 
Example: Select "Desktop" to save to the Desktop, or select "My Documents" to 
save to the My Documents folder. 
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7. Continue saving as normal, typing a name for your document in the File Name 
field and then clicking the Save button. 

 

 
 
 

Locating Files Using Windows Explorer 
Windows Explorer makes locating and copying files a relatively easy task. 
 

1. Click once on the Windows Explorer icon  in the Citrix Applications 
window. 
The Windows Explorer window will open after a minute or two. 

 
NOTE: The Windows Explorer window consists of two panes. The Navigation 
pane is on the left. This pane is used to select the desired drive and folder on a 
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drive. The Contents pane is on the right. This pane displays the contents of the 
currently selected drive or folder. 
 
 
 
 
 

 
 

2. If necessary, expand My Computer by clicking on the plus sign (+) to the left of 
the icon. 
A list of drives will appear beneath the My Computer icon and a minus sign (-) 
will appear to its left. 

 

Navigation Pane Contents Pane 
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3. Locate the desired drive or folder in the Navigation pane. 
If necessary expand a drive or folder by clicking on the plus sign (+) to the left of 
the drive's or folder's icon. You can collapse an expanded listing by clicking on 
the minus sign (-) to the left of the drive's or folder's icon. 

 

 
 

4. Click once on the drive or folder to select it. 
The contents of the selected drive or folder will appear in the Contents pane on 
the right. You can select a file by clicking once on it in the Contents pane. You 
can open a file in its native application (i.e. Word, Excel, PowerPoint, etc.) by 
double-clicking on it in the Contents pane.  
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Copying Files between Local and P: Drives. 
It is recommended that you keep your data on drive P:. However, there may be times 
when you wish to copy files between your local drive and drive P:. 
 

1. Locate the file you wish to copy, using File Manager. 
 

 
 

2. Select the file in the Contents pane by clicking once on it. 
3. Locate the drive/folder where you wish to copy the file TO in the Navigation 

pane, being careful NOT to select (click on) the destination drive/folder. 
The file you wish to copy should still be selected in the Contents pane and the 
destination drive/folder should be visible in Navigation pane. 

 
NOTE: If you are copying to (or from) your local drive, remember the local 
Desktop or My Documents can be located via: 
C$ on Client > Documents and Settings > the folder with your name > Desktop 
or My Documents. 
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4. Drag the file to the destination drive/folder. When the destination folder is 
highlighted, release the mouse button and the file will be copied. 

 

Printing to the local printer 
You may print any document in Citrix on your local printer. 
 

1. Open the desired document in a Citrix application. 
2. From the menu bar, select File > Print . 

The Print dialog will appear. 
3. Click the drop-down arrow, to the right of the current printer. 

A list of available printers will appear. 
4. Locate and select (click once on) your local printer. 
5. Click the Print  button. 

The document will print on your local printer. 
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If you have additional questions, contact Computer Services (x3248). 
 

“C$” is drive C: on 
the local computer 

Personal drive (P:) on the 
Cuesta server 

Group drive (G:) on 
the Cuesta server 

“My Documents” here is not on 
the local drive. Do not use! 


