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Citrix remote access software enables you to establish a connection to the servers at Goodmans from outside the Firm.
Once the connection is established, DM, Outlook, Word, and other applications on the network are available to you.

e Although Citrix is compatible with other browsers, it must be installed using Internet Explorer.

e The following instructions demonstrate installation in the Windows 7 environment.

e All applications should be closed before proceeding to install as your PC may reboot when finished.

CITRIX CLIENT INSTALLATION

If this is your first time using Citrix, you must first install it
on your home computer. Please follow these steps:

1. Start Internet Explorer, and go to link:
https://secure.goodmans.ca

Note: if you see a black screen after clicking this link,
this is an IE11 known compatibility issue. Please do the
following to fix this:

2. In the IE menu click Tools> select Compatibility
View Settings and add goodmans.ca to the list.
Close this window and restart your browser.

3. The following screen will open and click the Install
button.

Citrix XenApp

Yo Windiows desktogn and apgrs on demand - o arey PE, Mac seruntphore or tablet

From the Find Downloads menu field select Citrix

Receiver (in the top menu) and Receiver Easy
Install (in the bottom menu) and click the Find

button.
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5. On the next screen click on the Detect my device
and install Receiver.

Citrix Receiver

Receiver Easy Install

- Receiver for All Platforms (1)

( Detect my device and install Receiver
r-1|.|LTI 31 2012

6. Click the Download Receiver for Windows button.

@ Citrix Receiver

Access your apps, data and desktops from any device.

Download Receiver for Windows

Find Citrix Receiver for other platforms

Download previous versions of Receiver

7. Click the agree checkbox and the Continue button.

Citrix License Agreement

Use of this Citrix Receiver software is subject to the Citrix license covering the specific =l
edition of the Citrix product with which you will be using this software. Your use of
Citrix Receiver is limited to use on the devices for which it was created for connection
to the Citrix product(s). If your device is connected to the Intemet, Citrix Recsiver may,
without additional notice, check for Citrix Receiver updates that are available for
download and installation to your device and let you know of their availability. Only non-
personally identifiable information is transmitted when this happens, except to the
extent that IP addresses may be considered personally identifiable in some
jurisdictions. The use of such information, including your IP address, is governed by
the Citrix Privacy Policy available on www citrix.com. Updates will not be downloaded
or installed without your consent

m

Certain third-party software may be provided with this software that is subject to
separate license conditions. The licenses are located in the third-party licenses file
accompanying this component or in the corresponding license files available at
www _citrix.com

Citrix and Citrix Receiver are trademarks and/or registered trademarks of Citrix

| agree to the terms of the Citrix License Agreement

8. Click on Run when prompted. Note: this message
may open at the bottom of your screen.
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9. Click on the Install button. This may take a few
minutes to complete.

p N
Citrix Receiver =)

Welcome to Citrix Receiver Setup

Click Install to instal Citrix Receiver on your
computer.

Citrix Receiver

Install ) cancel

10. Close and re-open your web browser and go to link:
https://secure.goodmans.ca

Please refer to the first time setup information for
Outlook and Word found on page 4 of this
document.

LoGGING ON/OFE CITRIX DESKTOP

Logging On

1. Start Internet Explorer, and go to link:
https://secure.goodmans.ca

Note: Citrix does work on most internet browsers
including Firefox and Chrome

Note about using Chrome: When using Chrome you will
be prompted to install the Citrix client each time you log
in. Click the Skip to Log On option to proceed to the
Citrix log on screen.

Click Install to access your
applications.

AU
INSTALL

W Security Details | Skip to Log on

2. The login window will open and sign in by entering
your regular network username (i.e.
jfriedman@goodmans.ca) and your  network
password. Click the Log In button or press Enter
key.
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3. The Web Interface Applications screen will open and
select the XenApp65 icon at the bottom of the
screen.

Citrix

| issues, please contact Supportline
¢ B:00am - 6:00pm
x3000%

After hours/weekends

Tech Emergency: 416.597.5151 % or emaul techemergidgoadmans.ca

Note: If you receive a Security warning prompt. Select
Permit Use and check the box “do not ask me again for
this site” and Yes (this is a onetime step).

T An online application is attempting to access
information on a device attached to your
computer.

 Block access
Do not permit the spplication to use these devices,

 Permit use

l Permit the application to use these devices.

] Do not ask me again for this site.

4. The Citrix Desktop screen will open. A Citrix icon
will be opened in your task bar.

Note: you may have to increase the size of the Citrix
window to view it properly. This can be done by selecting
the maximize button in the upper right corner.

=)=
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Logging Off

Note: When closing out of applications, be careful not to

select the Red X close button at the top right

corner of the Citrix screen. This will disconnect you from
Citrix.

To log out of Citrix Desktop:

1. Close ALL applications that you have opened in
Citrix.

2. Go to the Start button from the Citrix Desktop and
select Log Off.

Help and Support

Run...

Windows Security

Log off P‘l)

3 All Programs

I |search ams and files
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3. Select Log Off at the next prompt.

4. Choose Log Off at the top and select Disconnect.

5. The following screen appears and you can close the
browser.

For any technical issues, please
contact Supportline

Monday - Fﬁdly.&mun -
&:00pm

416.597.5906  x3000

After hours/weekends.
Tech Emergency:
4165975151 of email
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FIRST TIME SETUP FOR WORD AND OUTLOOK

This setup is only required for Citrix desktop. If using
Direct Desktop you do not have to complete these steps.

Word 2010 Setup
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In Word, you should set-up your author information, prior
to creating any letters, memos, etc. This can be done by
selecting the Special drop down option located on the
WordLX tab, under Tools. This is a onetime step.

1. Select the Special Setup button on the WordLX tab
and select Set Author Information.

Special =

‘ Set Authaor Information ‘

Set Printer Paper Bins

2. Click the New button.

- ~
Set Current Author Information @
Select an Author
oK
New )
Modify

City / Lang.

Delete

il

Cancel

Current Assistant Auto Text Settings
o
MName: | ~'-:v£|

Initials: | Phone: [416.

E-mail: |

3. Click the Search button.

Add New Author Information . -— [
Initials:

Name: |

—
Tite: | Lawyer | DirectLine:[415. o

brectfax| g
E-Mail:|@goodmans.ca Cancel
Ls=

4. Type the last name in the search field and click the
search button. The names will be listed below.
Select the author name and click Use Selected

5.

£} Search AD for Author Names = | B
B
,b:thE tyre Use Selected Cancel
Name City Department

Trevor Tyre Toronto Human Resources

Click any changes to the author information and
click OK.
Add New Author Information . — Ié
MName: |Trevnr Tyre Initials: ‘TF
Title: | Learring and Development Specialist v | Direct Line:|416.979.2211
DlrectFax:W oK
EMail:|ttyre @goodmans. ca Cancel
LS#:

The author will now appear in your list.
Outlook 2010 Setup

Outlook will need to be setup with your profile. This is a
onetime setup.

1.
2.

3.

Open Outlook from the Desktop icon.

As each window opens select the Next button in the
lower right corner.

Click the Finish button when prompted.

The Outlook signature will need to be created. This is a
onetime setup.

1.
2.

Open a new email.

Find your existing signature in your sent items folder
and copy it.

On the Message tab> select Signature button and
choose signatures from the drop down menu.

Click the New button and give the signature a name.
In the Edit signature area, paste your signature.

Click save and close the window by selecting OK.
SAVING OUTSIDE OF DM (U:DRIVE OR C:)

Click on Save As bhutton from the Quick Access
Toolbar(QAT).

The Document Profile will open, select Cancel.

At the Save As screen, select the down arrow on
the Save in field and choose one of the following:
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¢ U: Drive (this drive is accessible from your PC at
Goodmans)-BEST OPTION

¢ C: Local Drive (this is saved locally on the computer
and will not be accessible from your PC at
Goodmans)

+ Desktop (this cannot be accessed from your PC at
Goodmans)

Note: If you're using a Goodmans laptop to access Citrix
all files saved to the C: drive and desktop will be deleted
when you return the laptop

4. Enter a name for the document and click the Save
button.

PRINTING IN CITRIX

Printing to your local printer through Citrix is available.
Your default local printer should display automatically
when you select Print.

Printer

/ Citroe UNIVERSAL Printer (from WIN-FO4GPO... -
m Ready

Printer Properties

TASK MANAGER TO CLOSE PROGRAMS IN CITRIX
DESKTOP

To properly exit from Citrix all programs should be
closed before logging off from Citrix. If a program is left
open Citrix may not close properly.

If you're having difficultly closing a program in Citrix you
can use the Task Manager within Citrix to end the
program properly.

1. Inthe Citrix window press Ctrl+Alt+Delete.

2. From the menu select Task Manager and click on
the Applications tab.

3. In the Task Manager window select applications
that are not closing and select the End Task button.

LOGGING ON/OFE To CITRIX DIRECT DESKTOP

For Direct Desktop to work your PC in your office must
be turned on.

Follow Steps 1 and 2 on Page 2 of this Quick Reference
Guide.

1. The Web Interface Applications screen will open.

2. Click on the Applications tab and select Direct
Desktop.

Once Citrix Direct desktop has started you will be
prompted to log in again to gain access to the
computer in your office. Enter your network
password and click OK.
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