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

NOTE: These directions apply to Windows users only.
Macintosh users refer to “How to Use CITRIX (Apple Users)”.

What is Citrix?

Citrix is communication software that allows Cuestaployees to connect a remote
computer (like a home PC) to a "host" computertenGuesta College network. When
accessing Citrix via myCuesta, identification isged to the host computer, giving one
access to their personal network drive (P:) antt thepartment's group drive (G:), as
well as applications like those in the MS-Officetsu

Locating Citrix
The Citrix channel is normally located on myCueskay Job tabde ATEEA M

Access Citrix Applications EEE
Click here to access your Applications

The Citrix application provides Cuesta College employees
access to network resources, If you are a Cuesta College
employvee and do not have necessary access, please contact
Computer Services at ext, 3248,

This pdf docurment describes how to access your Outlook
ermail via Citrix.
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How to Add the Citrix Channel
The Citrix channel can be added to any tab in mgGue

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

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

Tutorial [#] [#] My Tab Work Life [#] [4] My Job

3. Click on the "Add Channel" buttcladacannel] \wvhere you want the channel to be
placed.
On the Manage Content/Layout screen, step 1 (Saleategory) of “Steps for
adding a new channel” will appear.

Steps for adding a new channel:
1. Select a category;

B [-select category - =] | go |
Applications -
Auto-Published
v C4Entertainment

News
Other —

opyright REsearch
Student Life
Teachfadvise
Work Life

4. Click the drop-down arrow to the right of “Selecat€gory”.
A list of categories will appear.

5. Click “Select All”, and then click th&o button.
On the Manage Content/Layout screen, steps 2 afdSteps for adding a new
channel” will appear.

6. Click on theCitrix channel from the list under “Select a channel”.

2. Select a channel:
Category: All

Bookmarks Plus =]
Carnpus Police

Career Netwiork ]
CBS Mews

Channel Druﬁduwn

College Announcements

College Maps

Commencement 2008

CompSery Work Orders ;I

3. Add the selected channel: | Add Channel |
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7. Click theAdd Channel button.
The Manage Content/Layout screen will re-appear.

8. Click the ‘back to ---- tab’ link, at the upper left of the screen.

] back to
For example: ~ Home Tab

You'll be returned to the last displayed myCueata t

Installing the Citrix Client (ica32t.exe)

Prior to first using Citrix, you need to instalkethCA client, a small application that runs
on your computer, facilitating communication betwgeur computer and the Citrix
machine (host computer) at Cuesta.

Once installed, there is usually no need to relingta ICA client (though reinstalling
will cause no problems). However if you ust@er computers to access Citrix, an ICA
client will need to be installed on each additiocainputer.

NOTE: Some browsers will incorrectly report thag ttlient is missing, even after the
ICA client has been installed. You may ignore tlmeessages if you know the ICA client
exists. If unsure, reinstall the ICA client\

CiTRIX Web Interface

for MetaFrame® Presentation Server

Applications 3 L& | Welcome

o @l U

Message Cexter

The Message Centiy displays any information or error messages
that may occur.

You do not have the MetaFrame Presentation Server
e Y Client {Activex) for 32-bit Windows installed on your
system. You must install the client to launch applications.

Log off 2 Click here ta Install the Web Client
= A

1. In the Citrix Applications window, click the linKClick here to Install the Web
Client”.

A file download dialog will appear.
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File Download - Security Warning 5[

Do you want to run or save this file?

MName: ica3zt.exe
Type: Application, 2.97 ME

Fram: citriz, cuesta, edu

“whhile filez ram the Intemet can be useful, thiz file tppe can

un g ave this software. What's the rizk?

2. Click theRun button.
A Security Warning may appear.

Internet Explorer - Security Warning il

The publisher could not be verified. Are you sure you want to run this
software?

Mame: ica3zt.exe

Publisher: Unknown Publisher

Run

This file does not have a walid digital signature that verifies its publisher. You
should only run software From publishers you brust. How can [ decide whak
software to run?

3. If a security warning appears, click tRein button.

4. Follow the onscreen prompts.

ix Web Client - InstallShield Wizard

Extracting Files
The contents of this package are being extracted.

Flease wait whils the InstallShield Wizard extracts the files needed to install Citrix
wieb Client om wour computer. This may take a few moments,

Extracting wdecom30H.dll

Inistallshisld

<= Back ek = Cancel
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MetaFrame Presentation Server Web Client for Win32

\:{) This will install MetaFrame Presentation Server Web Client For Win32, Do o to continue?

Cikri

License Agreement ﬂ

CITRIX[R] LICENSE AGREEMENT ﬂ

Thiz iz a legal agreement ["AGREEMENT"'] between you, the Licenzed User or
repregentative of the Licensed Uger and Citris Systems, Inc.. or Citris Systems
International GmbH. Citrix Systems, Inc., a Delaware corporation, markets and
supports this product or feature release [both hereinafter "PRODUCT"] in the
Americas. Citix Systems International GmbH, a Swiss company wholly owned by
Citrix Systems, Inc., markets and supports this PRODUCT in Europe, the Middle
East, Africa, &zia, and the Pacific. Your location of receipt of this PRODUCT
determines which is the licenzing entity hereunder [the applicable entity is
hereinafter referred to as "CITRIX"). BY INDICATING YOUR ACCEPTANCE
BELOW, YOU 4RE AGREEING TO BE BOUND B THE TERMS OF THIS
AGREEMENT. IFvOU DO NOT AGREE TO THE TERMS OF THIS
AGREEMENT, PROMPTLY RETURN THE UNUSED DISK PACKAGE T,
THE PLACE WHERE vOU OBTAIMED IT FOR & FULL REFUND.

1. GRAMT OF LICEMSE. This PRODUCT containg software provides
zervices on a computer called a server ["Server Softwarell i

0 you the following non-
excluzsive rights to the Server Software and Cligrt Software, if any, and LI

Mo

Citrix ICA Web Client x|

Setup completed successfully, You may need ko restart your webrBrowser ko activate changes

5. Once the ICA client is installed, cloa# browser windows.
Once all browser windows have been closed, youedaunch 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.

Access Citrix Applications EEE
Click here to access your Applications

The Citrix application provi§es Cuesta College employees
access to network resourcey. If you are a Cuesta College
employee and do not have nNgcessary access, please contack
Computer Services at ext, 3243,

This pdf docurment describes how to access your Outlook
ermail wia Citrix.

2. Click on the link, Click here to access your applicatioris
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| Fle EdE W¥iew Favortes Tools Help

& MetaFrame Presentation Server - Microsoft Internet Explorer

Favori

| Qe - ) - [x] [F) ()| O search

tes {:{| ot

| Adress [ https:ffcitrix.cussta.edulCitrix/MetaFrame|sitefdefault aspx

=] EJse ||unks 2] computer Services

Ci'I'IlIX' Web Interface

for MetaFrame® Presen

tation Server

Welcome

Applications =) 5 O |
& op [l Up

Desktop  Frontpage  ICA Client
Login 2002 Printer
Configuration

MetaFrame Presentation Server Applications

‘Welcome to your personalized view of your MetaFrame
Presentation Server applications. The Applications box contains
icons for the applications that you can use. Click an icon to
launch an application. Click Refresh to iew the latest
applications. Click Settings to change your settings. Click a
falder icon to display its contents, If you have problems using an
application, please contact your help desk ar system
administrator for more information,

Message Center

Internet Microsoft Microsoft
Explarer Access Excel

Microsoft Microsoft Wicrosoft
Outlock  PowerPoint Publisher

Microsaft Motepad Reflections
Word BASS

8 =
a
&
Reflections  SarsGrid 4 Windows
COE DSPS Explorer

Log Off

The Message Center displays any information or error messages
that may occur.

‘ou do not have the MetaFrame Presentation Server
&) Client (Activex) for 32-bit Windows installed on your
system, You must install the client to launch applications.

2 Click here to Install the Web Client

| B

\

&

\ [0 [ E e

|
4

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 recommendédt you save to the “P” drive (your
personal Cuesta drive).

1. SelectFile > Save As...from the menu bar.
A Save As dialog will appear.

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

Save As
Save in: My Documents wv| & - (& ¥ * Tools =
= Desktop =]
Q My Computer
My Recent & 3 Floppy (A:)
Documents =2 f on 'Client' ()

=2 compserv on 'groupvalligrou. .,
-"::"-/':" =2 apps on 'appvol' (K:)

-2 &slanders on 'uservol\homedirs. .
Desktop 2 D4 on 'Client' (U
=2 groups on 'groupvall’ (v:)
2 W on "Client’ (W)

2 % on "Client' (%)
My Documents 2 v$ on "Client' (¥
2 7% on "Client' (2:)
g My Metwork Places
@ My Documents
Iy Computer (2 Class docs - Mail Merge 2003
2 dassfiles
23 FTP Locations

@ j Add/Modify FTP Locations - \ ﬂ Save I
Iy Metwork

Places Sawe as bype: IWord Dacument (*,dac) \ j Cancel I

4

3. Select drive P, which begins with your user nantemds with "(P:)".
NOTE: You may be able to view only the first portd the drive identification.

4. Continue saving as normal, typing a name for yaaudhent in thé=ile Name
field and then clicking th&avebutton.

Opening a file on P: from an application

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

2. Click the "Open in" dropdown arrow.
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Open

Look in:

My Recent
Documents

[y Documents

ey

My Compuker

Iy Mebwork
Places

2 slanders on ‘uservalihamedirs$’ (P =

¢« B ¥ ) ER - Tods-

E Desktop

Q My Computer
é‘ S Floppy (&)
=2 o4 on'Client' (22
=2 compsery on 'groupvolligrou..,
=2 apps on'appal' (K3
Lo 2g<landers on 'uservolihomedirs,,
=2 D¢ on "Client' (L)
=2 groups on 'graupvoll’ {420
=2 Wi on 'Client’ ()
=2 w$ on 'Client’ {31
2 v§ on 'Client' (¥:)
2 7§ on 'Client' (Z:)

g Iy Mebwork Places

-

My Documents
(2 class docs - Mail Merge 2003
[Z dlassfiles

a FTP Locations

| @] AddjModify FTP Locations

-

Hoc

=

E instructions for viewing POs in Banner.doc

IEEN |v

Files of type: IAII ‘Word Documents (*.dac;

*.dot; *.htm; *)\tml; RATH *j

Cancel
L/

&

Open button.

A\

Saving to your local drive from an application

While not recommended, yaansave to your local computer’s hard drive instefd o

drive P:.

1. SelectFile > Save As...from the menu bar.
A Save As dialog will appear.
2. Click the "Save in" dropdown arrow.

Save As

Save in

My Recent
Documents

Deskiop

My Docurnents

ey

My Computer

Iy Metwork
Places

[B Iy Documents

“* '|®Xﬁvmo|§'

Select drive P, which begins with your user nameemds with "(P:)".
NOTE: You may be able to view only the first portd the drive identification.

Continue opening as normal, locating and selec¢tiedile, and then clicking the

HE

v [«

Deskiop
My Computer
@ 3% Floppy (A)
4 on 'Client’ (C:
52 compsery on 'groupvalligrou. .
=2 apps on "appvol (K:)
=2 slanders on 'uservaljhomedirs. ..
=2 Df on 'Client' {L1:)
=2 aroups on 'groupvall’ {v:)
= W on 'Client’ (w:)
= 2% on 'Client' (%:)
=2 4§ on 'Client’ )
=2 7§ on 'Client' (2:)
g My Mebwork Places
My Documents
2 Class docs - Mail Merge 2003
2 dlassfiles
=5 FTP Locations
| [@] addiMadify FTP Locations

Save as bype: IWord Document (*.doch

L el

Save

Cancel

li
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3. Select the drive,C$ on ‘Client’ (C:)".
4. Double-click on the folder,Documents and Settings

Save As H
Save in; IE 4§ on 'Client' {C:) j @ - | @ by h + Tools +
iCanoScan
My Recent
Documents

Deskiop

iRECYCLER,
1 Student Data
My Documents £ Swstem Yalume Information
_1Temp
@ 1 Temp root
1 WINDOWS

My Computer B neadist.doc

Fie name:  [Hello.dac Open

@ &7
My Metwark J \_
Places Save as Lype! IWord Document (*,doc) j Cancel
4

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

Save As B
Save in I[:I Documents and Settings j & - s ~ Tools ~
1 allebe
@ 1 Administratar
My Recent | all Users
Dacuments

iDefault User

ilacalService
i MebworkService

¥y Documents

e

My Computer

@ File pame:  [Helo,doc [ o |
Iy Mebwork
Flaces Save as bype: IWord Diocument (*,doc) j Lcell’

6. Double-click on the desired folder.
Example: Select "Desktop” to save to the Desktopelect "My Documents” to

save to the My Documents folder.
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[ 7]x]

Save As
Save in: I[:I slanders j @ - & % = ~ Tools ~
- 1 jinit [0 start Menu
@ 1 jmf QETemplates
My Recent ] SunDownloadManager DUserData
(DREUmES 1 Application Data
Cookies
ktop
E:?Favorites
iLocal Settings
~iMetHood
I_1 Oracle Jar Cache
My Documents % PrintHood
iRecent
@ i%endTo
|_1 slanders's Documents
My Computer [:l Spark.
File name: IHeIIo.doc j Open I
Iy Metwork
Places Save as Lype: IWord Documnent (*.doc) j L‘:e'l,
4

7. Continue saving as normal, typing a
field and then clicking th&avebutton.

name for yaoudhent in thé-ile Name

Save As
Savein! I[:I Deskhop j & - (& X » Tools ~
1 adobe €53 Managing Elernent K
g 1 ARGOS Overview @Preparation For INE Training. doc
My Recent 1 Calendar Conwersion Taals @StudentmyCuestaFAQ_rlsl.doc
Documents

_ 1 Group Leader

ey Cuesta Files

_Fhatoshop Elements

_Fhatoshop Elements 5

53 Quokas

_ I Reporting_Central
_training_calendar

_'ebc T Blups

l-_z. 5 Reasons to Convert Docs to PDF. doc
L-_E. gBmanual w3a for Ralph Rullwood . doc
Z003Febl16-Mar15 leave form

Deskkbop

My Documents

50

@This is my syllabus. doc

Tips of the Week.doc
@using_banner_seIF—serve_#1D.doc
@Vendor Maintenance Form020408 (S).doc
@Vendor Maintenance Form-021908,doc

j Save

My Computer (8 5008Mar14 stabus rpk
File mamme: Innnual Budget Repart.doc|
Iy Metwork,
Places Save as bype! IWord Document (*,doc)

Cancel

=

Locating Files Using Windows Explorer
Windows Explorer makes locating and copying filegelatively easy task.

&3

1. Click once on the Windows Explorer ic Feee in the Citrix Applications

window.

The Windows Explorer window will open after a menat two.

NOTE: The Windows Explorer window consists of tawogs. The Navigation
pane is on the left. This pane is used to selectiéisired drive and folder on a
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drive. The Contents pane is on the right. This p#ieplays the contents of the
currently selected drive or folder.

Navigation Par

L3 My Documents

Contents Par

=10f x|
J File  Edk iew Tools Help | '.lt
| Geack ~ &3~ (B | S search ,i[“ Folders | 120 3 X ) | [~ ,
| mddress IIL} My Documents , , j e e
Folders ,. X

Reflection desktop.ini My Pictures  Reducing PDF settings.riw  Thumbs.db
Fil Size.pdf

l o < o

1) Class dacs
) classfiles

2. If necessary, expand My Computer by clicking onghes sign (+) to the left of

the icon.

A list of drives will appear beneath the My Compiten and a minus sign (-)
will appear to its left.
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@ My Documents

~=1oix|
J File Edit Wew Tools Help | "f
| ek - 3 = % | 0 Search [ roders | 15 3 X 9 | @~
JAgdress I\LI My Documents j Go

Folders

x

n
El 4 My Computer
J4 3 Floppy (A
2% Chon'Client' (T2}
[ 32 compsery on 'groupyolLgroups' (G
[ 52 apps on ‘sppvel (K1)
2} z slanders on ‘uservalihamedirs$' (P2)
[ 3 Df on 'Client' (U1
52 groups on ‘groupvolt (V)
=2 W on 'Client' (w:)
=% 4 on Client' (x:)
Z# v$ on Client' (¥:)
[ 52 74 on ‘Client' (2:)
3 My Netwark Places
y Recycle Bin
1 {5 Reflection Links
I) Class docs - Mail Merge 2003
) classfiles

™

)

Reflection

2 B
deskkop.ini

File Size.pdf

My Pictures  Reducing PDF  settings.rlw  Thumbs.db

3. Locate the desired drive or folder in the Navigagmane.
If necessary expand a drive or folder by clickimgtiee plus sign (+) to the left of
the drive's or folder's icon. You can collapse apanded listing by clicking on
the minus sign (-) to the left of the drive's ddé's icon.

JFIIe Edit View Tools Help

N

@ P-\My Pictures

| Qyeacko= g3 ~ (¥ | S zearch |i-“f-- Folders | B | [~

J Address I\E] Py Pictures

F () WINDOWS

L3 WS5_FTP
B 2 D$on 'Client’ (Ut
Bl 3 groups on ‘groupvoll’ ()
B 3 w4 on 'Client! (W)
5 4 on 'Client! (x:)
3 1§ on 'Client (1:)

% 74 on 'Client' (741

Folders x 3 LY
i 1 5 o
[ Desktop = 3] ﬂ 3] ﬂ _] L3
= D My Documents 1919-06-25... BrookeBrow... calendarz.jpg calendar_a... calendar_m... calendar s...
[L5) Reflection
= '_J Iy Cormputer 2
5 3% Floppy (A:) h ﬂ ﬂ ‘1 L]
i ' izl o
g = Csion Clent FC') i chainedl.jpg chainedZ.jpg chained_pc... Erasers.gif  Erasers_sm... Flash_Drive..,
B 3% compsery on ‘groupwall|groups' (G:)
E 3 apps on'appudl (K2 . X
= ;ﬁ slanders on ‘uservallhomedirst' (P:) j ] —] J 5
il i 3] i i &
() cuesta Flash_Driv... Get-Smart.jpg happy_boo... leapfrog2.jpg leapfrog2_s... leapfrog.gif
[ () For the Mac
& () JorLanders Homeschaool &
g 8 6 &6 &8 @
Leapfrog_R... leapfrog_s... Seanjpg  Sean_200w... SharonBraz... SharonBraz...
H [5) RESTORE
(8] Sean's veb ‘_s.
| slanders's Documents
5 2 Webs Thumbs.db  yell_at_PC....

The contents of the selected drive or folder wapp@ar in the Contents pane on
the right. You can select a file by clicking oncetdan the Contents pane. You
can open a file in its native application (i.e. WpExcel, PowerPoint, etc.) by

\
4. Click once on the drive or folder to select it.

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 d?ivéiowever, there may be times
when you wish to copy files between your local drand drive P:.

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

JFlIe Edit View Tools Help

@ P-\My Pictures B

=10l x|

l
‘ W

| Qyeack = £3

- o | - search |'-‘ Folders | 10 (3 X 19 | 2=

J Address I'_‘] Py Pictures

H8e

Folders

X

@ Desktop
= :D My Documents
[L5) Reflection
= _J Iy Cormputer
= ﬁ 3% Floppy (A:)
B 5% C$on 'Client’ (C:)
2] __“‘"._, compsery on 'groupwall\groups' (G:)
E 3 apps on'appudl (K2
= _“"___, slanders on ‘uservallhomedirst' (P:)
[ () CPuzzle
H [ Cuests
[ () For the Mac
# | JonLanders Homeschool
[ [Z) My Graphics
|22 My Pictures
B ) my skuff
¥ |2 RESTORE
1 [8] Sean's Web
H (5 slanders's Documents
H () Wehs
D) WINDOWS
H 3 W5_FTP
B 2 D$on 'Client’ (Ut
= __‘f_, groups on 'groupyall’ ()
B 3 w4 on 'Client! (W)
3 g on 'Client (1)
E 3 v§ on 'Client' (v:)
% 74 on 'Client' (741

G |

1919-06-25... [l

8

H &

B] calendarz.ipg calendar_a...

b

]

chainedl.jpg chainedZ.jpg chained_pc...

H 8 N

5

Flash_Driv. ..

L

Get-Smart.jpg happy_boa...

N

leapfrog_s...

b

Thumbs.db  yell_at_PC....

£

Ls]

£

Leapfrog_R...

H § 5

=

/

calendar_m..

. calendar _s...

Erasers.gif  Erasers_sm...

leapfrog2.jpg leapfrog2_s. ..

Sean.jpg Sean_200w... SharonBraz...

&

»
L)
Flash_Drive...
b
\eap?og.glf

SharonBraz. ..

2. Select the file in the Contents pane by clickingeon it.
3. Locate the drive/folder where you wish to copyfiteeTO in the Navigation
pane, being careful NOT to select (click on) thstohation drive/folder.
The file you wish to copy should still be seledtetthe Contents pane and the
destination drive/folder should be visible in Natign pane.

NOTE: If you are copying to (or from) your localil, remember the local
Desktop or My Documents can be located via:

C$ on Client> Documents and Settings the folder with your name Besktop

or My Documents

How to Use CITRIX
Modified: April 9, 2008

Page 13 b5



4. Drag the file to the destination drive/folder. Whee destination folder is
highlighted, release the mouse button and thenilebe copied.

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

1. Open the desired document in a Citrix application.

2. From the menu bar, seldéle > Print.
The Print dialog will appear.

3. Click the drop-down arrow, to the right of the @nt printer.
A list of available printers will appear.

4. Locate and select (click once on) your local printe

5. Click thePrint button.
The document will print on your local printer.
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“My Documents” here is not on
the local drive. Danot use!

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

Group drive (G:) on
the Cuesta server

11%

Personal drive (P:) on th
Cuesta server

If you have additional questions, contact ComputeBervices (x3248).
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