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Network documents can be accessed remotely using Citrix via the WVU Masterapps website at
http://masterapps.wvu.edu.

To use Citrix, you must fill out the Remote Access form and have that form approved by your dean
before you can access the Citrix server. The Citrix form is located on the ITS website at
http://www.hsc.wvu.edu/its/Forms.

When you log into the Masterapps website, you will have access to the programs that have been made
available to you on the Citrix server, and the files on the server that can be accessed by those
programs.

After you open a program on the Citrix server, that session remains open even if your browser
crashes. You have one hour from the time you are disconnected to return to Masterapps and log back
into Citrix and save your open files. After one hour, the session will be closed.

Sessions can remain open and idle for three hours. After three hours of inactivity, the session will be
forced to close.

These time limits are in place because leaving a session open on the server can cause problems,
eventually overloading the server if enough sessions are left open.


http://masterapps.wvu.edu/
http://www.hsc.wvu.edu/its/Forms
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Logging into Citrix

The address of the Masterapps website is http://masterapps.wvu.edu. When you log in to

Masterapps, you will use your Maser ID login, which is the first part of your e-mail address. After that,
you need to append the specific server, which for HSC employees will be @hs.wvu-ad.wvu.edu.

Example: jdoe@hs.wvu-ad.wvu.edu

To Log in to Masterapps (Citrix)
1. Open your web browser. Citrix works best in Internet Explorer 6 or higher.

2.

In the

location bar, type in http://masterapps.wvu.edu.

3. You will be redirected to a secure page on the WVU website.

No

(j Web Interface Log In - Windows Internet Explorer provided by Information Technology Services

EEX

@ g ,é, hktps: i {masterapps-s.aeu, eduCitrix MetaFrarme fauth/login. aspx V J; .'*? A I ogle Fe g
- NN Edit  iew Favorites  Tools  Help - Links @ | All Printers onhscfp @ | Customize Links @ | Masterapps @& | MIX L
N o _ mr— : »
w |gWeb Inkerface Log In | | -

Y ? West VirginiaUniversity, % j

Help me with my Masterapps (Citrix) settings including changing the size of the screen!

Log in 0 Welcome

L_.Iser name: ) THIS SERVER IS WWU PROPERTY. FOR OFFICIAL USE COMNLY.

L * To log in to the application portal, type your user name and
Password: password in the boxes at left.

* Click the Log In button to log in.

Advanced Options === e ;
If you do not know your login information, please contact the

OIT HelpDesk at {304) 293-4444 or visit the MasterID site at

http:/fmasterid. wyu.edu .

PLEASE NOTE: HSC USERS MUST NOW APPEND -HSC TO THEIR
USERNAMES WHEN LOGGING IN.

Message Center

Mext Scheduled LAN Services Server Maintenance : Sunday, May
17, 2009 from 5:00 pm - 10:00 pm

If you have any questions or need assistance, please contact
the OIT HelpDesk at ocithelp@mail.wyu.edu or (304) 293-4444,

J Trusted sites #00% -

In the

User Name text box, enter your Master ID (the login you use to access your e-mail)

followed by @hs.wvu-ad.wvu.edu.

In the
mail).

Password box, enter your Master ID password (the password you use to access your e-

Click the Log In button or press the Enter key.
Please wait patiently while you are logged in.



http://masterapps.wvu.edu/
http://masterapps.wvu.edu/
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Installing Citrix

When you log into the Masterapps site for the first time, you will be prompted to install Citrix on your
computer. You may also need to have your browser stop blocking pop-up windows.

To Install Citrix

1. Internet Explorer may g
initially block the
installation of Citrix. If File Edit ‘iew Faworites  Tools  Help
it does’ click once in @ Back - o d |j| ]Search H " Favorites ﬁ"t

the blue bar beneath _
the toolbar. Address |@ https: limasterapps-s.wvu,edufCitrix MetaFrame/site/default, aspx b | - Go

2. From the menu select Llnks 2:] Custamize Links @ Information Systems Operatlons Ej Outlook Web Access @ Wweb Inkerface Lcug In
Download File. : To hv-'||:| |:|r 2 I.I.Jr. seC urlf Irll'n-'rrn-'l' = |:l|| rer blocked this site from dov 'r|||l:|l:||r||:l files ta v HIJr lllr|||:lu|'|-'r Click

. hereforo 1
o ? West\/lrglmaUmversm S

23 Citrix Access Platform - Windows Internet Explorer provided by Information T...

Help me with my Masterapps (Citrix) settings! For assistance
ot ITT HeedeCvmele 2o C30AY 0 I I I | ' o ==l a¥rail = =t=11 BT IVIN] Al

3. The File Download — Security Warning dialog
box opens. Click Run.

File Download - Security Warning
Do you want to run or save this file?

Mame: ica3zpkg.msi
Type: Windows Installer Package, 5.62 MB

From: masterapps-s.wyvu.edu

Run ][ Save ]I Cancel ]

P ‘while files from the Internet can be useful, this file type can
g potentially harm paur computer. If you do not truzt the zource, do not

un or gave thiz software, What's the rigk?

4. The program is downloaded to your computer. e BE

®5

Opening:
ica3Zpkg.msi From masterapps-s.wvu, edu

Estimated time left 10 sec (567 KB of 5.62 ME copied)
Dowvnload to: Temporary Folder
Transfer rate: 503 KBfSec

Cloze thiz dialog box when download completes

Open Folder Cancel
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5. Inthe next Internet Explorer — Security S T &
Warning dialog box, click Run. -

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

Mame: ica32pkg.msi

Publisher: Unknown Publisher

Run ] [ Don't Run

should only run saftware from publishers you trust, How can I decide what

@ This file does nok have a walid digital signature that verifies its publisher, You
softweare to run?

6. The Citrix Presentation Server Client Setup
dialog box opens. Click I accept the license
agreement.

7. Click Next.

i Citrix Presentation Server Client Setup

License Agreement

Y'ou must accept the license agreement below to proceed.

CITRIZ(F) LICENZE AGREEMENT

Use of this component is subject to the Citrix license covering the Citrix product(s) with
wrhich you will be using thiz component. This component is only licensed for use with
such Citrix product(s).

CT code: EF_R_AT2450

(#) | accept the license agreement
() | do nat accept the licerise agreement

ack Mexst > ] [ Cancel

8. In the Installation Summary dialog box, click
Next.

i@ Citrix Presentation Server Client Setup

Reaily to install
Click Mest to begin Setup.

Click Back to modify pour selection, or Next to begin 5 etup.

Installation Sumnary
Client Details
Name Action
Citrix Presentation Server Client Install
Program Neighbothood Do not install
Program Neighbothood A gent Do not install
Weh Client Install
[ < Back " Mext > ] [ Cancel ]
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9. Citrixis installed. Please wait patiently.

10. Once the installation is complete, click
Finish.

The Learning Center

& Citrix Presentation Server Client Sefup

Updating System

The features you selected are being installed.

Copying new files
File: &ll_Regions.ini, Directory: C:AProgram FileshCitrish | CA Client\..: 22026

(OO ]
& Citrix Presentation Server Client Setup |Z| |z|

Citrix Presentation Server Client
has been successfully installed.

Click Finizh to exit Setup.

¢ Back Cancel
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Using Citrix

Once you are logged into Citrix, the window will display the available applications.

Microsoft Office 2007 will be available to all users of the Citrix system. Other applications will be
made available to individuals as needed.

With the exception of Access, multiple people can access the files on the server at one time. Please be
aware of this when saving files that are used by multiple individuals.

Because sessions are saved on the server while you work, when using applications through Citrix, you
MUST exit the applications before logging out. Failure to close the application will leave the session
running on the server, which will cause the server to slow down and eventually crash.

@ iy - :g https:,l',l'masterapps-s.wvu.edu,l'Citrix,l'MeteV; % : +3 || X l : 2=
. File  Edit View Favorites Tools  Help ‘ Links @ | All Printers on hscfp @ | Customize Links 2
e . — F ¥»
w e (& Citrix ccess Platform | | i!'?f b

Y ;Wes tVirginiaUniversity. @{;j

Help me with my Masterapps (Citrix) settings! For assistance contact OIT
HelpDesk at (304) 293-4444 or oithelp@mail.wvu.edu

Applications (e G
v: Top IE up
= £ & E
O]
MS MS MSAccess MSPowerPoint MSWord
Excel Qutlook 2007-HS 2007-HS 2007-
2007- 2007- HS
HS HS
Log Off
" Trusted sites 00 -

To Use Citrix

1. Click once on the application you would like to use.

2. Please wait patiently while the program opens in a new tab or window (depending upon your
browser settings).
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Accessing Files on the HSC Server

The selected application or program opens in a new tab or window (depending upon your browser
settings). From within the selected program window you can access your files on the HSC server.

Because sessions are saved on the server while you work, when using applications through Citrix, you
MUST exit the applications before logging out. Failure to close the application will leave the session
running on the server, which will cause the server to slow down and eventually crash.

/= MSWord 2007-HS - Windows Internet Explorer provided by Information Technology Services |ZHE|E|

p—

Bt el T !g https:/imaster apps-5. wvu,edu it MetaFr Vi % |"'? X | oogle | 2 |-
. File Edit Miew Favorites Tools  Help : Links & | All Printers on hscfp @ | Customize Links @& | Masterapps L2
n = = : »
W |b‘b" s I@-Citrix Access Platform ] & msword 2007-H3 X I | ;o
."EE_:;\- H g L2 w Documentl - Microsaft Word o L
od =
—'/I Horme Insert Page Layout References Mailings Rewiew “Wignr L7]

W calibri Body) b R 1= R = e ) %, % #

BTN : B A | = x’||-if}| =

Paste ] e = Quick Change | Editing
- || A Aer| A A |y~ 5| |24 T Styles = Styles~ ||~
Clipboard = Font (P Paragraph P Shyles (P
2
E3
Ll e ]

Page:1of1l | ‘“Words: 0

I + Trusted sites Ho100% -

To Access Your Files on the HSC Server
1. Open the program from which you want to work.
2. Within the program, access the Open dialog box as you normally do.
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3. Inthe Open dialog
box, select My
Computer.

4. Select the desired
network drive.

5. Browse to the location
on the network drive
where your file is
located.

Select the file.

Click Open.

NOo

The Learning Center

Home Insert Page Layout References Mailings Rewview i e l@
open 21|

s i

Look jn:

(== Trusted
¢ uﬂTemplates

[C5) Recent

@ Deskiop

=My
"JDocuments
My
Camputer

‘3 Iy Metwork
Places

I g My Computer

=
()]

| DATA (D1

b D Drive (E:)

zcblc on ‘hsdataltadmintiso’ (H:)
gmklishis on 'hsdatal\home' (Z:)

I~ |

Files of type: |AII word Documents (*.docx; *.docr; *,dots; *,dokm; *,doc; *.dot; * bt *.heml; *.etf; *mht; *.rrj

Filz name: I

Tools |+ |

CIpEr

- | Cancel I
FA

Look jn:

witards: 0 HE e

I/E!g = B IR i vard =
Home Insert Page Layout References Mailings Rewview i e l@
open 2| x|

| word1 H e-3 XoE-

= Trusted
¢ lﬁTemplates

[ Recent

@ Deskiop

an
Documents
Computer

g Iy Mebwork,
Places

Eaimages

il

Files of bype: |AII wWord Documents (*.docx; *.docr; *,dobs; *,dokm; *,doc; *.dot; * bt *.heml; *.etf; *,mht; *.rrj

File name: I

Tools - |

Canicel |
]

Words 0

T —

10
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8. The selected file {= MSWord 2007-HS - Windows Internet Explorer provided by Information Technology Services

OpenS ¥ * !g, https:/{masterapps-s.wyu. edufCitrix/MetaFrame/site/ appembed. aspx?MFus ¥ | gﬂ | X i I | 2~
9 . Use the prog ram as .File. .Edit Wiew  Favorites  Tools  Help : Links & | Al Printers on hscfp @ | Customize Links @& | Masterapps & | MIX @ | Prlnters i
you normal |y o o |%]:[@me Accass Platform l @ wsword 2007-Hs bs [ | ; o R
WOUId T = L WordLdoo: - Microsoft Word = L
Horme Insett Page Lalyout References Mailings Rewiew e 'Q‘

s Geargia 36 - % &4
18| Frmmrapenpery | daBbCcl AaBb AaBbC
Paste TS TR — Emphasi Heading 1 THeading 2 = Shange ||Editing
b = mphasis eading eading 2 —
S A Aar||A AT 6. B | Styles~ || -
Clipboard = Font (P} Paragraph Styles P
i b i

labelz. These docurnents can be printed or shared electronically with others.

To Open Word

1. Click once on the Word icon in the Quick Launch Bar.
——OR--
Click on the Start button on the Task Bar, then choose All Programs. Inthe Microsoft Office
folder, choose Microsoft Office Word 2007,

The Word Secreen

For those who have used older versions of Word, there are many significant changes to the way Word
looks in Office 2007, In addition to the familiar window parts, Word 2007 has a Ribbor, which
replaces the menu and toolbars, a quick access toolbar, an office button, and status bar commands.

Office Button CQuick Access Toolbar TitleBar

Nl 9 B @ Sl S )7 Microsoft Word 2007.docx - Microsoft Wor., - = X

e Home | Insert PageLayout References Mailings Review Viewr AddIns (@)
== 4 Times Mew Roman ={32: i &y’ % Y
-j__, |B I U -~ abe x, x*||2

liked
|24 9

2 e e e o e TR Quick Change | Editing
e Al A' Aav||A A Styles - Styles~ |~ @
linboard v Eant F] Paranranh Ta Stules ] i
I
Page: Lof 6 | wordso | §8 LJEI-IE-E-E ﬁ-),
a8l
S Trusted sites f-r,_wo% -

10. When you are finished, save the file as you normally would, then close the program, using Office
Button and then EXit.

11
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Accessing Outlook Using Citrix

The first time you access Outlook via Citrix, you will need to configure Outlook. You will only need to
do this once, and from then on Outlook will be available from all computers you use remotely.

To Configure Outlook Using Citrix

1. Log into Citrix.

2. Inthe Applications box, click MS
Outlook 2007 HS.

WestVirginiaUniversity,

Help me with my Masterapps (Citrix} settings! For assistance
contact QIT HelpDesk at (304) 293-4444 or
oithelp@mail.wvu.edu

Applications @ @ [Z L @)
'*?.ﬂl} Top Up
o)
MS MSAccess MSPowerPoint MSWord
Outlogk 2007-HS 2007-HS 2007-
2007 HS
HS

3. The Wizard opens. Click Next.
u? Microsoft Office Outlook - x
E | Type aquestion for help =

ol

Qutlook 2007 Startup

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

= Harck I Mext = I Cancel

12
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4. In the first account configuration
dialog box, click Yes to configure e e : =
H _ Type aquestion for help =
OUthOk Account Configuration _

E-mail Accounts

You can configure Outlook to connect ta Inkernet E-mail, Microsoft Exchange, or
other E-mail server, Would you like ta configure an E-mail account?

< Back I Mext = I Cancel

5. Inthe lower right corner, place a
Check in the Man ual Iy u? MIC\DScOffi(t Qutiook - -

. - Bl configuring outlook Type a question for help [
configure server settings or Add New E-mail Account i
additional server types box. i i S

6. Click Next.

Your Name: IMIEhE"E Klishis
Example; Barbara Sankoyic

E-mail Address: ImHlsh\S@hsc.wvu.adu
Exarniple: batbaramcontass. com

¥ Manually configure server settings or additional server bypes

< Back I Next = I Cancel

13
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7. Inthe Choose E-mail service
dialog box, select Microsoft
Exchange.

8. Click Next.

9. Enter the Exchange Server:
msexcl.hscresex.local.

10. Enter your User Name.

11. Click the Check Name
button. The server and your
name should be underlined.

12. Click Next.

The Learning Center

v Microsoft Office Outlook -

Hll Configuring Outlook , | Type a question For help

Choose E-mail Service

Col

" Internet E-mail
Conneck ko vour POP, IMAR, or HTTP server to send and receive e-mail messages.

¢ Microsoft Exchange
onneck to Microsoft Exchange For access ko your e-mail, calendar, contacks, Faxes and voice mail,

" other
Connect to a server bype shown below,
(Outlook Mobile Service (Text Messaging)

< Back I Next = I Cancel

it Cutlook ==
ring Dutlook | Type a question Far help =

Add New E-miail Account . x|

Microsoft Exchange Settings
‘ou can enter the required information to connect to Microsoft Exchange,

Type the name of wour Microsaft Exchanoe server, For information, see vour system
adrninistrator,

Microsaft Exchange server:

[T Use cached Exchangs Mode

Type the name of the mailbox set up For vou by your administrator, The mailboc: name
is usually your user name.

User Mame: IKIishis Michelle Check Marme I

More Settings ... |
< Back I Mext = I Cancel |

14
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13. Click Finish.

14. Outlook opens displaying your
mailbox.

—
vy Micrasoft Outiook

Bl Configuring Dutlook 1. Type aquestion For help =

The Learning Center

Congratulations!

¥ou have successfully entered all the information required to setup your
account,

To close the wizard, click Finish.

<o

@\A\—j} - |g; https:,l’,l’masterapps-s.wvu.edu,l’Citrix,l’MetaF-V| &2|£! |G

File Edit ‘view Favorites Tools  Help ‘;Links EAIIF‘rinters onhscfp @ | Custamize Links EMasterapps 22

W |88 ] - ] & Citrix Access Platform ] & M5 Outlook 2007-H3 e l ]

IL; Inbo- Microsoft Cutlook

© File Edit Wiew Go Tools  Adions  Help Type a question for help

@v»

E@ENEW = @ I-E )< Qﬁeply aReplytoAll @Fonﬁard @ Search address books

o il

Mail «

3 Inbox

Favorite Folders @
[ Inbox (3)
L Urread pdait
[ sent Items

|Search Inbox §o v| ¥

Arranged By Date Cldest an top

T

Mail Folders x
2] All Mail Rems -
=1 €5F Mailbox - Klishis, Mic &

& Deleted tems [1¢
(7 Dratts
[} Inbox [3)
3 Junk E-mail
@ Cutbox
Feed

] casto, Ann Wed 5/6
Dr. Satid 3-1017

-] casto, Ann Thu 5/7
E-rnail address

(=] EMEWS ENEWS Tue 10:55 4M
WL community invited to farewell reception today ..,

(= Carlotta 1. Whyte 10:13 AM
A Message from the UHA President and Board

a Kandrla, Michele 3:15 PM
Fitr: Citrix Questions

-

legoq-ol

21d doysqIoM 37 3Ald DEST 14 %

|§’i: ‘Online with Microsoft Exchange

-v" Trusted sites

15
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Saving Files to the HSC Server

In addition to accessing files already on the HSC server, you can also create and save new files to the
network drive.

To Save a New File to the HSC Server

1. Create the file in the desired application as you would locally.

2. Save the file, by clicking the Office Button and then choosing Save As.

3. Inthe Save As dialog box, select
My Computer.

fE‘l H9-48 )+ Documentl - Mictosatt Word -
. il

Home Ihsert Page Layout References Mailings Rewigww WiEe @'

Select the desired network drive.

Save in: I -J My Computer j @ [ X X 4 J &
= Trusted ._iS‘h Floppy {A:)
0 Templates e Y5 (C2)
T Recent @ DATA (D) =
LD Drive (E1) i
@ Desktop xcblc on ‘hsdataliadmintiso’ (H:)
i’;mkﬁshis on 'hsdatal|home' (2:)
a
Documents
'_:J [y |4
Compuker t=
L% My Network
Places

File name:

[Poct docx

Save as type: IWord Dicurment (*,docx)

|
&l

Tools |~

-_§ave Cancel |
g

Tools | =

P

Page:1ofl | Words 0

16

“« oW

£
=}
£
Page:10f1 | Words 0 EEEEE = o g
5. On the network drive, select the D) - T =
desired folder_ - - Hame Insert Page Layout References Mailings Rewiew Wiew ‘@
6. Save the file as you normally
Save it I[ﬁWorK j @-3 X yiH-
wou Id . oy Trusted z003 [y0ffice 2007
‘ Templates Acoess ICHOFfice Tips Tricks
[ Recent Acrobat C30utlook -
) Computer Literacy  [Z)Photoshop €53 ﬁ
@Desktgp CCiDveamweaver C53  ([)Pivat Tables
JEndnats IPpTI
= - (CIE-Thesis =FFTH
_JExcel1 ) Template
f qugmputer = Exce: hi " %Turnlng Paint =
= Excel Pivat Tables Yista Lit
< mzct‘:twmk Dew? [ChvPad
CHTML [Zwindows Lit
C Inkegration DW\reless
[ Inkernet Likeracy DWnrdI
L)1P Phane [Syword 11
Mail Merge
IMisc How Ta
) Mise wark.
File pame: |Week|y scheduls| ;I
Save as bype: IWDrd Document. (*, docx) j
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The Citrix application may open in a window that is too large for your computer or personal
preference.

To Change the Display Size

1.

2.

In the Applications Box, click the
Settings button.

o=

In the Settings Box, click Connection
Preferences.

¥, ? WestVirginiaUniversity,

Help me with my Masterapps (Citrix) setkings! For assistanc

Applications [m & ﬁbm@
g

:‘:' Top |E Up
B &
MS MSAccess MSPowerPoint MSWord
Excel Outlook 2007-HS 2007-HS 2007-
2007- 2007- HS
HS HS

Settings E,I ‘i\}

Index
Mavigate to the relevant settings sections using the
following links.

_iﬁ .
L';-:J Presentation Preferences

Use this page to configure language. user intarface
layout, application display, and silent authentication.

g o
L'!;J Client Preferences

Use this page to select your preferred client and
Client for Java packages.

J :

_;-L;;J Connection Preferences

Use this page to select your preferred window size,
keyboard mapping, colors, audio quality, and local
device mappings.

17
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3. In the Settings Box, select the desired window size
from the Select window size drop down menu.

4. Click OK.

5. Click the Applications button to return to the

Application list.

The Learning Center

Settings @J 5 (}

Connection Preferences
Window Size
Select window size:

Seamless v

No preference .
540 ¥ 480

|1024 X 768
|1280 X 1024
1600 X 1200

Full screen
Seamless

Custom dimension
Percent of screen

Perfarmance

Window Color:

| 1
| No preference |

Enable printer mapping

OK ][ Cancel ]
19 Settings g‘;‘l Q
i) )
Index

Navigate to the relevant settings sections using the
following links.

E-'ﬂ] Presentation Preferences

Use this page to configure language, user interface
lzyout. application display, and silent suthentication.

.- .
@f_] Client Preferences

Uze this page to select your preferred client and
Client for Javas packages.

_J]LJ Connection Preferences

Use this page to select your preferred window size.
keyboard mapping, colors, audio quality, and local
device mappings.

18
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If you would like more information about other Learning Center workshops, please or visit our
website at http://www.hsc.wvu.edu/its/LC or call the Learning Center at 293-3631 ext 5.

19
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