Using Citrix to access OFIS and other applications

Citrix offers a secure way to access applications remotely at Queen’s, including QFIS. The first
time you use Citrix you will need to download and install the Citrix client for your operating
system. Select the appropriate client below.

https://www.citrix.co.uk/downloads/workspace-app/windows/workspace-app-for-
windows-latest.html

Windows:

Mac: https://www.citrix.com/downloads/workspace-app/mac/workspace-app-for-mac-
) latest.html

If using Internet Explorer:

. . . D load Citrix Work for wind
1. Click on the Windows client above and then select

to download the app. You will see a prompt to Run or Save CitrixReceiverWeb.exe,
select Run

Do you want to run or save CitrixReceiverWeb.exe (41.4 MB) from downloadplugins.citrix.com? Run Save [T Cancel x F

2. Click Start to start the install process, accept the licence agreement and click Next

@ Citrix Workspace *

License Agreement

You must accept the license agreement below to proceed.

CITEIX LICENSE AGREEMENT

Use of this component is subject to the Citrix license or terms of service
covering the Citrix product{s) and/or service(s) with which you will be using
this component. This component is licensed for use only with such Citrix
product(s) and or service(s).

CTX_code EP_R_A10352779

I accept the license agreement

Mext Cancel

3. Select Enable Single Sign and click Install to continue. This may take a few minutes
to start and will complete in a short time.
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4. Click Finish when the Installation Successful window is displayed (DO NOT add
account)

CITRIX

V Installation successful

If you received instructions to set up Citrik Workspace app
with your email or a server address, click Add Account.
Otherwise, click Finish, and you can set up an account later.

Add Account Finish

5. Open https://offcampus.qub.ac.uk and you will be presented with the Citrix

Storefront Log in screen. Log in with ads\staffnumber e.g. ads\1234567, and usual
QUB password

Please log on to continue.

User name

6. Here you will have access to Office applications and any other applications which you have
permission to access.

Citrix StoreFront

All Categories
All Apps
A

Details Details m Details @ Details @

' _;i
Excel 2016 Inventory Outlook 2016 PowerPoint 2016 Publisher 2016

Details Details & Details Details

» @
Qfis Desktop Qfis Web RDP Word 2016

/

7. To access your Q: Drives, select Desktops from the tab at the top of the screen and click on
Windows Desktop.

Citrix StoreFront

_ Details
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8. If it does not appear, it may be in the background so check your Task Bar for the
Desktop icon - and click on it to bring it to the foreground.

9. You will be asked to allow access to your local files. Select Read/Write access.

HDX File Access

[ § Your virtual desktop is attempting to access your local
files.

Select the level of access you want to grant to your local files,

— No access
Do not permit your virtual desktop to access your local files,

—> Read-only access

Permit your virtual desktop to read but not write to your local
files.

— Read/write access
Permit your virtual desktop te read and write to your local files.

[J Do not ask me again for this virtual desktop.

10. If you click on My Computer on the desktop, you will see your mapped Q: Drive

Computer View
N \g s ThisPC » / N 0‘ [ search This pc
P
I Desitop #1204 Folders (6)
& Downloads  #

[Z Documents  # Z Desktop = ‘ Downloads

=] Pictures. »

= This PC Music == Pictures Videos
- =

& €D/DVD Drive (D: o
[ Desktop 4 Devices and drives (6)

[Z Documents

& Downloads

s Local Disk (C: on IS

— Local Disk (E:on 15|~ .+ Network Drive (Q: on [5-126433) fetwork Drive (W on 15-128433) Network Drive (Y: on I5-128433)
s s s

b Music

= Network Drive (C: o

CD/DVD Drive (D: on 15-128433) Local Disk J# on 15-128433) Local Disk (E: on 15-128433)
b

4 Network locations (1)

staffdfs (Wads.qub.ac.ul) (C:
= Network Drive (W affdfs (Wads.qub.ac.ui) (G:)

L P 78
= Network Drive (¥: o & 257GBfreeof 273GB
&= Pictures

8 videos

== staffdfs (\\ads.qub.q

¥ Network

13 items

11. When you have finished your session, please click on your name and select Log off at the
top right of the main Window

Important Notes:

1. Please see Qfis Users Staff Expenses if you need to upload or save files using Qfis

2. Information on the Citrix reboot schedule
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If using Google Chrome:

. . . Download Citrix Work for wind
1. Click onthe appropriate client above and then select

to download the app.

2. Chrome will download the CitrixReceiverWeb.exe file to the bottom left of your
screen.

@ CitrixWorkspacehp...exe

3. Click on CitrixReceiverWeb.exe to install the application and click Start.

@ Citrix Workspace X

Welcome to Citrix Workspace

Citrix Waorkspace app installs software that allows access to
virtual applications that your organization provides,
including software that allows access to the applications
that use your browser,

Workspace - Allow applications access to your webcam and
microphone,
- Allow applications to use your location.
- Allow access to local applications authorized by your
company.
- Save your credential to log on automatically.

Click Start to set up and install Citrix Workspace app on
your computer,

ciTrRX

4. Accept the license agreement and click Next.

@ Citrix Workspace X

License Agreement

You must accept the license agreement below to proceed.

CITEIX LICENSE AGREEMENT

Use of this component is subject to the Citrix license or terms of service
covering the Citrix product(s) and/or service(s) with which you will be using
this component. This component is licensed for use only with such Citrix
product(s) and/or service{s).

CTX_code EP_R_A1035277%

I accept the license agreement

Mext Cancel
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5. Click Enable Single Sign-on and then select Install to continue.

Enable Single Sign-on

When enabled, single sign-on remembers your credentials for
this device, so that you can connect to other Citrix applications
without having to log on each time. You should do this only if
your IT administrator has instructed you to. This will take effect
the next time you log on to this device,

Enable single sign-on

For more information on configuring single sign-on, please see
article CTX133982 at citricom/support,

Install Cancel

6. This may take a few minutes to start and will display Installation Successful in a short
time. Click Finish to complete the installation.

@

citrRpC .
Receiver

% Installation successful

Click on Finish to begin using Citrix Receiver

7. Open https://offcampus.qub.ac.uk and you will be presented with the Citrix

Storefront Log in screen. Log in with ads\staffnumber e.g. ads\1234567, and usual
QUB password.

Please log on to continue.

User name
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8. Here you will have access to Office applications and any other applications which you
have permission to access.

Citrix StoreFront

All Categories Q seard

All Apps

|

Excel 2016 Inventory QOutlock 2016 PowerPoint 2016 Publisher 2016

Details Details “ Details Details
3¢

Qfis Desktop Qfis Web RDP Word 2016

9. If you click on one of the applications an .ica file will be downloaded to the bottom
left of your screen. Click on this to launch the application.

© weEzQ20udHVBG..ica A

10. To access your Q: Drives, select Desktops from the tab at the top of the screen

11. Then click on Windows Desktop.

Citrix StoreFront

! Details

Windows Desktop

12. Click on the .ica file at the bottom left of your screen to launch the Windows
Desktop. If it does not appear, it may be in the background so check your Task Bar
for the Desktop icon - and click on it to bring it to the foreground.
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12. If you click on My Computer you will see your mapped Q: Drive

Computer  View -
4 [E 5 Thispe > / 7 O] [seachhiseC ]

I Desktop #1% 4 Folders (6)

& Downloads  #

Documents = Desktop Documents ‘ Downloads
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I3 This PC ﬁ Music ) P E Videos

2 CD/DVD Drive (D: o
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Documents
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& Downloads
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= Network Drive (Q

= Network Drive (W:
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[&=] Pictures

18 videos
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=¥ Network

T

13 items
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a— 257 GB free of 273 GB

Network Drive (Y: on I5-128433)

13. When you have finished your session, please click on your name and select Log off at the top
right of the main Window.

Important Notes:

3. Please see Qfis Users Staff Expenses if you need to upload or save files using Qfis

4. Information on the Citrix reboot schedule
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If using Safari:
1. Click on the appropriate client above and then select
to download the app.

2. Click on CitrixWorkspaceApp.dmg in the Downloads folder on the dock and this will
display the Citrix Installer

[ JoN | | Citrix Workspace

»

|

Install Citrix Workspace Uninstall Citrix Workspace

3. Double click on Install Citrix Workspace to start the installation.

4. A pop window will appear displaying ‘this package will run a program to determine if
the software can be installed’. Click Continue.

Install Citrix Workspace a

This package will run a program to

| ' determine if the software can be installed.
To keep your computer secure, you should only run
programs or install software from a trusted source. If
you're not sure about this software’s source, click

Cancel to stop the program and the installation.

Cancel Continue

Go Back antinqe

5. Click Continue again and then Continue again and Agree to accept the license
agreement.
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@ 2 Install Citrix Workspace [
To continue installing the software you must agree to the terms of the
software licence agreement.
o Intt click Agree to continue or click Disagree to cancel the installation and quit
e Lic thelnstaller.
te
Read Licence Disagree | | Agree ich
GOACESUNT T CTX_code EP_T_A10352779
Print.. | [ Save.. _GoBack || Continue
6. Then click Install to continue.
® 0O 2 Install Citrix Workspace [«
Standard Install on "Macintosh HD"
et This will take 276.1 MB of space on your computer.
Licence Click Install to perform a standard installation of this software

for all users of this computer. All users of this computer will

Lk L be able to use this software.

@ Installation Type

Change Install Location...

Go Back Install

7. You will be prompted for the Admin username and password for your Mac. Enter the
details and click Install Software.

8. When prompted to add an account, DO NOT add an account but click Continue.
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[ ] £ Install Citrix Workspace &

Add Account

Introduction If you received instructions to set up Workspace with your
L email or a server address, check Add Account, then click
lcence Continue.

Destination Select
Installation Type Add Account
Installation

® Add Account

Continue

9. You should see The Installation was successful window. Click Close.

[ ] % Install Citrix Workspace [

The installation was completed successfully.

Introduction
Licence
Destination Select
Installation Type

Installation

The installation was successful.

The software was installed.

Add Account

& Summary

Gosack | (N

10. A pop up window will ask if you want to Move the Citrix Workspace Installer to the
Trash, choose whatever you desire.

11. Open https://offcampus.qub.ac.uk and you will be presented with the Citrix
Storefront Log in screen. Log in with ads\staffnumber e.g. ads\1234567, and usual
QUB password

Please log on to continue.

User name
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14. You will be asked to Install Citrix Receiver, DO NOT install if you have followed the
instructions above and have already installed CitrixWorkSpaceApp but click on Log on

Install Citrix Receiver to access your applications

@ | agree with the

15. This will take you to the Citrix StoreFront where you will have access to Office
applications and any other applications which you have permission to access.

Citrix StoreFront

All | Categories Q sem
All Apps
Details § a Details Y- Details @ Detsils @l
Excel 2016 Inventory Putiock 2016 PowerPoint 2016 Publisher 2016
Details Details b(‘ Details @ Details
»¢)
Qfis Desktop Qfis Web RDP Word 2016

16. To access your Q: Drives, select Desktops from the tab at the top of the screen and
click on Windows Desktop.

Citrix StoreFront

- Details

Windows Desktop
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17. If you click on My Computer you will see your mapped Q: Drive

Computer  View -
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Network Drive (Y: on I5-128433)

18. When you have finished your session, please click on your name and select Log off at the top
right of the main Window.

Important Notes:

1. Please see Qfis Users Staff Expenses if you need to upload or save files using Qfis

2. Information on the Citrix reboot schedule

Revised Version June 2019

12

IC



Qfis Users Staff Expenses

Check that Citrix receiver for Web (The Full Client) is installed

1. Click on the arrow beside your name in the top right hand corner of the screen and click
About

Stephen Dempsey ¥

Activate...

Change Citrix Receiver...
About

Log Off

2. Check your version of Citrix Receiver

CiTRIX

Receiver

Third Party Notices

Citrix Receiver for Web

© 2018 Citrix Systems, Inc.
All rights reserved.

wWiww.citrix.com
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3. If you have ‘Citrix Receiver for HTML5’ then download Citrix Receiver for Web here:
https://www.citrix.com/en-gb/downloads/workspace-app/windows/workspace-app-for-
windows-latest.html

If it lists both then you should be able to change between the two by selecting ‘Change Citrix
Receiver’ from the drop down arrow.
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Citrix Reboot Schedule

All Citrix servers are re-booted every day between 2:00 am and 2:30 am UK time. Please
ensure you have saved your work prior to 2:00 am and consider the system at risk between
these reboot times.

Revised Version June 2019 15 JC



