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Remote Access (Citrix)
	Overview
	HB uses Citrix to access our network from a remote location.  These are general guidelines.  Your system may look and work a little differently.  These instructions are considered confidential and intended for internal use only.

	Installing The Citrix Client
	1. Using your Internet browser, go to the following web address.   No “http” no “www” just:  



remote.hbmvr.com
2. First Time Citrix Users Only:  With the exception of Internet Explorer, close all other programs.  Scroll to the middle of the page and click on the Download the Citrix Web Client link.  This will open a File Download dialog box.  Click on Run.
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3. You may get a Security Warning.  If this message appears, click on Run.
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4. You may receive a warning that you should exit all Windows programs before continuing.  Close all programs you have running and click Next.  The installation begins.  Once it’s complete, this screen appears: 
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Now you are ready to use Citrix.

	Installing Screwdrivers Client for Printing
	5. From the firm’s remote website, click on the the link to download the Screwdrivers Client:
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6. This will open a File dialog box.  Click Run
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7. You may get a Security Warning.  If this message appears, click on Run.
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8. You will get the InstallShield Wizard, Click Next 
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9. Click Next to accept the default Destination Folder location
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10. Click Next to accept the Complete setup type 
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11. Click Install 
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12. Click Finish
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	Connecting to Citrix
	13. Using your Internet browser, type the firm’s remote website in the address bar:  

remote.hbmvr.com
14. The screen below appears.   Choose whether you need to get into Outlook only (e-mail, calendar, contacts) or Citrix (all network applications).
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15. The login page shown below appears:
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16. Enter your standard network user name (your initials) and password and click Log In.
17. The Web Interface Applications page displays.  At this point you can choose which applications to use.  If you select Hanson Citrix Desktop with FileSite, you can get to all standard applications, including Outlook.  (Remember, you can also use Outlook Web Access if you just want to work in Outlook without logging on to Citrix.)
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	Printing
	When you log on to Citrix, your local printer is automatically be set as your default printer.  If you find that it has not been automatically set as your default printer, while on Citrix click on Start, Settings, Printers.  Locate your local printer, right-click on it and select Set As Default.

	Using Your Existing Outlook Signatures
	All existing Outlook signatures have been copied to your home directory on the network so that when you log on to Citrix, your signatures will be available for use.  To select and use one of your existing signatures for Citrix sessions:

18. From within Outlook, click on Tools, Options and select the Mail Format tab.

19. Click on the drop-down list under Signatures and select the signature you want to use.  If preferred, check the box to exclude your signature when replying or forwarding a message.  Click on OK.

	Switching Between Your Citrix Window And Other Open Applications
	Now that the Citrix window is full screen, you are not able to use the minimize icon which normally appears in the upper right-hand corner of most windows.  There are several means for cycling between open programs or windows: 

· Alt+Tab.  Hold down the Alt key and slowly press the Tab key several times. Let go of both when the name of the program or window you wish to return to appears. 

· Ctrl+Esc.  Use Ctrl+Esc to open the Start menu of your local computer and access its commands or programs when your Desktop is not visible. 

· Alt+Esc.  This keystroke cycles between non-minimized programs or windows.

	Using Citrix as a Window on your Home Computer
	When using Citrix, it appears as your whole window so you cannot see your home computer’s start button, Task Bar, and any open programs.  To make Citrix a “window within your home computer windows”, press Shift + F2.  Then it will have its own Minimize & Maximize buttons so you can get to other programs running on your home computer.

	Logging Out
	To exit from Citrix, click on Start, Log Off.  You will be returned to the main Web Interface page.  Click on the Log Off button to end your session.  


To use all Network Applications, click here.





To use Outlook only, click here.
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