START HERE. PC has to have some form of Internet connection. Will not work if
PC is offline.

1. ICA client Installation Instruction:

Open your Internet browser and enter this web address
https://gsocitrix.greensboro-nc.gov

Welcome

icated that the appropriate
avi

ailable on your

City of Greensboro Web Mail:

For assistance please call:
o General Helpdesk: (33
 Police and Fire:

e Metro 911:

CIiTRIX
Scroll to the bottom of the screen and select: “Download Citrix ICA Client for
Windows” Click on it to open.

**If you are prompted right away after opening up this web address with a
green install icon. Click (I agree to citrix license agreement) and install following
the rest of the directions.


https://gsocitrix.greensboro-nc.gov/

[ /& | Citrix XenApp - Install - |—~
g If you found this page rendered incorrect, please click this button to Retry | You can disable this prompt in the IE Tab Plus settings

Click Install to access your

applications.

AT
. ' ‘ 3 INSTALL

Ml 1agree with the Citrix license agreement.

@ Security Details | Skip toLogon

Select “Run” when prompted (installation will take 1-2 minutes)

File Download - Security Warning m

Do you want to run or save this file?

Mame: CitrixOnlinePlugindyeb, exe
Type: Application, 13.4MB

From: gsocitrix, greensboro-ne, goy

Fiun Save | | Cancel I

While files from the Intermet can be uzeful, thiz file thpe can
potentially harm your computer. [F pou do not truzst the source, do not
Tun of zave this software. What's the rigk?

Click Run again



Internet Explorer - Security Warning m

Do you want to run this software?
Mame: CikrizCnlinePluginieb
Publisher: Citrix Systems, Inc.
¥ |r‘-'1|:|re options Run | Don't Run I

While Files From the Internet can be useful, this file bype can potentially harm

wour computer, Only run software From publishers wou trust, What's the risk?

[pen [ per Falder | LCanzel I

Plug-in will run

Installing. ..
apl
" EEEEEEN
;
oL
Click OK
Citrix online plug-in installation B

ﬁ % Installation completed successfully,

Zancel

You may have to reboot your system PC or laptop



Once client is successfully loaded the XenApp homepage will
have a green check under the login field saying that the
appropriate client is available on your computer. Sometimes
the green check may not appear 100% of the time.

> | @ Citrix XenApp - Logon

.gov/Citrix/XenApp/auth/login.aspx?CTX_M\ Type=SUCCESS&CTX_MessageKey=Usab  ~ ~ C'| | # = you get show desktop back in windows 2 |

To Access Outlook Web Mail:

For assistance please call:
® General Helpdesk:  (336) 373-2322
® Police and Fire: (336) 373-3375
® Metro 911: (336) 373-4350

CITRIX

2. To log on to XenApp for the
first time.



Go to https://gsocitrix.greensboro-nc.gov
Log in with your Network Credentials

£

Settings

Welcome

User name:

City of Greensboro Web Mail:

Logged on as: surianim

ﬂ Your sessian will expire in 5 minutes, If wou need more time, click more time reguired.

Main Select wigws - ] @
E o %

Citre Delivery City Phones Citynet Coi Desktop DataStream EICEBoard Lawwsan

Console
' i Ve
& r c
Cutlook WWEE 2007 Remote Terminal Remote Ltility wer 2 Remote Utility ver 3 WM Remote Uity
Service

Hint: You can reset your password at any time on the Change Passwoard screen.


https://gsocitrix.greensboro-nc.gov/

Click “CoG Desktop” or “BIP Desktop” or any of the correct published app you
need to use.
Wait till the application is done loading (20-30 seconds)

™= CoG Desktop - Citrix online plug-in

= N 11:21 AM
Hstartl % 8 = A i b gjzan =

This is the new XenApp desktop.



Once you see the desktop loaded , log off of XenApp

=1

Command Prompk i
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@ Internet Explorer S, s

sutianim an XENSRYS

Metwork

Control Panel

Devices and Prinkers
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Help and Support:

Run...

Windows Security
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||Search prograrns and Files @J Log off bl
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Then Log back on again. This is to copy over any desktop icon you had from old
Metaframe system.
You should now see your desktop shortcuts.

3. Configure Outlook for the first time:

Open your Internet browser and point to the URL: https://gsocitrix.greensboro-
nc.gov

Log in with your user’s credentials

Select “CoG Desktop” or your appropriate desktop.



Once the desktop is done loading click on the “Microsoft Office Outlook 2007”
icon
Follow the set up wizard and Click Next

Configuring Dutlook ~ Ol R <

Type a question for help =

Configuring Outlook Accounts

Outlook 2007 Startup =

Outlook 2007 Startup

Welcome to the Outlook 2007 Startup Wizard, which will guide you through the
process of configuring Outlook 2007,

-

Choose YES and Click next

< Back Next = cancel |

E'




-mail Accounts

Under email address your credentials will automatically load. Click Next



Add New E-miail Account
Auto Account Setup

Clicking Mext will contact wour e-mail server and configure vour Internet service provider or Microsoft
Exchange server account sekkings,

TOUr Nanie:

',;urianim@greensl:n:nrn:nnc.n:nrg

Outlook is now setup...Click Finish



Add New E-mail Accounk

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might kake several minutes:

"  Establish network connection
\/ Search For surianimi@greensboronc.org server settings

\/ Log on b0 server

Eg Yaur e-mail account is successfully configured ko use Microsoft Exchange.

[ Manually configure server settings

< Back: I Finish I Cancel

You’re now done with setting up your Outlook profile. Outlook will launch.
Click OK when is shows your username.

QuserName 2| x|

[ Please enter wour Full name and initials belaw,

Marne: Isurianim

Initials: Is
i




) Quthox - Microsaft Qutlook
Eile  Edit  Wiew Go Tools  Actions  Help

=X

Type a question for help [+

BdNew ~ | @8 Y X | CaReply @ Replyto sl (3 Fonward W | L sendiReceive + [ sSearch address books -
Mail « || i3l Qutbox Search Outbox P~z
Favorite Folders 2 |14 0g e Subject sent Size Categor., ¥ |
L_.:]Inbm( [e5] There are ho items to show in this view,
=7 Senttems [524]
Mail Folders E3
2] All Mail Rems -

= ‘:{3; Mailbox - Suriani, Mark

| Conuersation Histo
3 Deleted tems [15]
(7| Drafts [1]
[ Inbox [565)
L@l Junk E-mail [5]

Lz Managed Folders
3] Sutbox
LE]| RSS Feeds
L= Sent Rems [524)
| Hendpp Fixes

L@ search Folders

[~ Mail
ﬁ Calendar

8=| contacts

z Tasks

wl O (2] -

0Items

£3 Online with Microsoft Exchange

4. If you use Outlook Personal folders
(PST) continue with the following:

In the Outlook top menu, select “Tools”, “Account Settings”




() Cutbox - Microsoft Outlook

:Eile Edit  Miew Go | Tools | Actions Help

PEdnew - | gl 3 X
Mail

Favorite Folders
[ 7 Inbox [585] %
L= Sent tems [524] 5+

Mail Folders

2] Al Mail ke ms

(] E6F Mailbox - Suriani, M 5
[ Conversation His *
(3 Deleted Rems [15 (o]
(7 Drafts [1]

L - Inbox [565]

L @ Junk E-mail [5]
Lz Managed Falder

L&) Quthox

L) Rs5 Feeds

= Sent Rems [524]

| Xendpp Fixes
L& Search Folders

Data Files
CQutlook Data Files

E-mail  Data Files |ShareP0int Lists I Internet Calendars I Published Calendars | Address Books I

LoAdd.. [Eor Settings.. @ SetasDefaut X Remove W Cpen Folder...

send/Receive

Instant Search

Address Book,.,  Ctrl+Shift+B
Crganize

Rules and Alerts..,

Cut of Office Assistant..,
Mailbox Cleanup...

Empty "Deleted Items" Folder
Recaover Deleted Items...
Earms

Macro

Account Settings..,

Trust Center..,

Customize..,

Options..,

Select the “Data Files” tab and then “Add...”

Marne | Filename

| Comment

Mailbox - Suriani, Mark

Select a data File in the list, then click Settings For more details or click Open Folder to display the
Folder that contains the data file. To move or copy these Files, you musk first shut down Outlook.

Mok available

Default

Tell Me Mare. .. |

Close |

Take default and click on the OK button




Account Settings

Data Files
Cutlook Data Files

E-mail  Data Files |ShareF‘n:nint Lists | Irkernet Calendars | Published Calendars | Address Books |

Lo Add.. “E Settings...

Mew Outlook Data File x|

Tvpes of storage:

Mame

Office Outlook Personal Folders File §,pst)

mrent

Mailboi - Suriani, Mark,

Select a data file in the list, £

Caklaak, 97-2002 Personal Folders File (.pst)

Descripkion

Provides more skorage capacity for items and folders,
Supports mulkilingual Unicode data. Mok compatible with
Outlack 97, 98, 2000, and 2002,

Ik I Zancel |

e CICE 2effings ror more detals or cic pen Folder [o display the

folder that conkains the data file, To move or copy these files, wou must Firsk shuk down Cutlook,

=

Tell Me Mare, ., |

Close |

Select “Documents” in the left pane (this will point to your home folder or U:

drive)




Account Settings x||=
el:reate or Dpen Outlook Data File x|
2]

|éov| . - 8195 (Yimarketihomed) (U:) ~ outlock v 183 | search cutiook

Organize «  Mew Folder == = @

=l Recertt Pl = -
Arecentpeces 2l b0 ments library arangsbys Folder -

) outlook
[ Libraries

= 3 Diocuments Mame Date modified Type

8195 (imarketihomed) (s
= A = balls.pst 142011 2:02 PM Microsoft OF|
J Public Documents

J‘ Music ﬂ corums. psk I14z011 2

| Pickures

E Yidens

1M Computer

9! Metwaark,

== | 2
File namne: Icorums.pst j
Save as type: IPersonaI Folders Files {*,pst) j

- HideFoIdersl Tools - 0K I Cancel |

Find your .PST file and click OK twice and then Close
x|

General I

Mame: |Personal Folders

Filename: ILI:'I,I::utIDDk'I,cDrums.pst

Format: | Personal Folders File (57-2002)

Changes the password used to access

Change Password... the personal Folder File

Reduces the size of wour personal

Compact Mow | folder il

Camment

[o]4 I Cancel | Aol |

Go back into Outlook and you will see your Personal Folders (PST)



You’ve now completed your Citrix XenApp account set up. From now on, access
the new Citrix Site through this web address
https://gsocitrix.greensboro-nc.gov

If you have any questions or encounter any problems, please feel free to contact the following help
resources:

General Helpdesk: (336) 373-2322
Police and Fire: (336) 373-3375
Metro 911 (336) 373-4350


https://gsocitrix.greensboro-nc.gov/

