Introduction

This document provides a set of detailed setup
instructions which need to be followed before
accessing Citrix via the workspace portal for
the first time. You will need to install Java and
Citrix. It also shows you how to clear your
cache, in case you've unsuccessfully tried to
access Citrix previously.

Portal Requirements
To access the workspace portal, you will need:

e Internet Explorer 6 or higher.
Note: Firefox or any other 3™ party
browser is not supported.

e Java Runtime (installation instructions
are included in this document)

Creating and launching
desktop links

Creating a Desktop Link
To create a link on your desktop:
1. Open Internet Explorer.

2. Type the following address in the
Address bar:

https://workspace.dhs.vic.gov.au/. The

DHS Workspace login window displays.
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Department of Human Services

3. Choose the Favorites menu, Add to
Favourites.... The Add Favorite dialog

box displays.
Add Favorite
% Intemet Explorer will add this page to your Favorites list. E
[l Customize. . | [ Cancel J
Name: | DHS Workspace Login | [ Create in > J

4. Type in a name for the link in the
Name box. (Or leave the default DHS
Workspace Login)

5. Click OK. The link will now display in the
Favorites list.

6. Click on Favorites s on the
Toolbar. The Favorites pane displays on
the left hand side of the screen.

7. Right - click on the DHS Workspace
Login link in the Favorites pane. A
shortcut menu displays.
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Favorites £
Add... [F_—j Organize. ..

@ MSM.com
&) Radio Station Guide

Open
Create New Folder
Print
Make available offline
(2] Compressed (zipped) Folder
Cut @ Desktop (create shortcut).DeskLink
Capy ) Mail Recipient,MAPIMail
Delete (£} My Documents
S [A wordpad
Properties @ (R} Audio CD

8. Choose Send To, Desktop (create
shortcut).DeskLink. An icon displays
on the desktop.
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Launching the Workspace Portal
To launch the Workspace Portal:

1. Double-click the DHS Workspace
icon on your desktop. The DHS
Workspace Portal Login Window displays.
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Installing Java Runtime

If Java Runtime is not already installed on
your PC, you will need to download it through
the hyperlink on the DHS Workspace Portal
login Window.

DHS Workspace LOGIN @&,

Username

Passcode

By logging in you accept the
conditions of use

= Click here for supported
browser and required
browser zettings

= To operate the DHS
Workspace, your browser
requires lpaded a Java
Runtime Environment (IRE).
Click here to download the

Sun Java R¥Mge

T SN—
= If you require Citrix Java .
access you can download hyperllnk

the Citrix client (Ver. 10) by
clicking here

To install Java Runtime:

1. Click on the hyperlink on the DHS
Workspace Portal login Window. A
Security Alert dialog box displays.

Security Alert

""’ﬁ You are about to leave a secure Intemet connection.
?. will be possible for others to view information you send.

Do you want to continue?

[ In the future, do not show this waming

[ es | [ Mo ] [ More Info

2. Click Yes. The Java Installation
Instructions Window displays.



Installation Instructions

Windows Mnmanic Bawenkasd snd Instalsiion
Ihe Lava fme)

3. Click Download and installation. The
download and install instructions display.
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4. Click on the hyperlink to Java.com.
The Free Java Download Window displays.
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| Maobdle | Java Everywhere | Duke's Zone

Free Java Download .‘];::u;?

Download Java for your desktop computer now!
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Free, complete, office suite
Microsoft Office Compatible
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OpenOffice.org
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5. Click Free Java Download. The Java
for Windows Window displays.

Tl Downlosd Lava software for Windows from Sun Microsystems - Microsedt Internet Explorer
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6. Click on the yellow bar at the top of
the screen. The bar turns blue and a

shortcut menu displays.

for Windows - Internet Explorer
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7. Choose Install ActiveX Control ... The
Internet Explorer — Security Warning
Window displays.

Internet Explorer - Security Warning il

Do you want to install this software?
Mame: Java(TM) SE Runtime Environment & Update 5
Publisher! Sun Microsystems, Inc.

L3 | More options Install

While files Fram the Internet can be useful, this file type can potentially harm
wour computer, Only install software from publishers vou trust, What's the risk?

8. Click Install. The Java Setup - Welcome
Window displays.



Java Setup - Welcome x|

Welcome to Java™

Java will make your Internet experience richer,
Whether you are playing games or music, getting
email on your mobile phone, checking out a
wehcam, learning about the universe, or anything
in between, Java can make it better,

View License Agreement. ..,

‘fou musk accept the license agreement by clicking
the Accept buttan to download the praduct,

™ Show advanced options pans!

Accepk = |

9. Click Accept. The Java Setup - Google
Window displays.

Java Setup - Google =1

Google Toolbar S
Install a free program with the Java™ @ = un

¥ Google Toolbar for Internet Explorer
= Search the Web with Google From any site

Bk * & - [= o
= Block annoying pop-up ads bt RS
= pukofill web forms with a single click peE -
ICoo!le- vl (| sesrche ﬂ

Terms of Use Privacy Policy

By installing this application you agree to the appropriate terms of use and privacy policy. You
can remove this application easily at any time.

< Back

i'-.\!*‘ Java Setup - Progress _|- _|E| ll
Installing Java S
This may take a Few minutes a = un

Skatus: Copying new files

Now you can have a full-featured office suite that’s
compatible with Microsoft Office for free!

. Pﬂmriur;sintegrated set of word processing, spreadsheet, presentation, drawing

and database applications
Reads, edits and saves Microsoft Office files
Supports over 70 and Solaris, Wind Linux and Mac ing systems

Uses industrystandard, open file format {OpenDocument) as its default file format
Built-in, one<lick PDF export

B 8 @ @ @ B opnOfficeny

Once complete the Java Setup — Complete Window
displays.

Thank You!

You have Successfully Installed Java
along with Google Toolbar.

The Java powered Internet is now available to
¥0ou. ‘You can experience the wide variety of
fun, engaging Java applications and games,
For more information on what Java can do for
you, go ko java,com

10.Deselect the Google Toolbar for
Internet Explorer check box.

Java Setup - Google =1

Google Toolbar S
Install a free program with the Java™ @ = un

[ Google Toolbar for Internet Explorer:
= Search the Web with Google From any site

Bk * & - [= o
= Block annoying pop-up ads bt RS
= pukofill web forms with a single click peE -
ICoo!le- vl (| sesrche ﬂ

Terms of Use Privacy Policy

By installing this application you agree to the appropriate terms of use and privacy policy. You
can remove this application easily at any time.

< Back | Mext = I

11.Click Next. The Java Setup — Progress
Window displays.

12 .Click Finish. The Verify Installation
Window displays.
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13.Click Verify Installation. The
verification process will run and once
complete the Verified Java Version Window
displays.
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14.Close the Java browser windows
and return to DHS Workspace portal
Login screen.
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Installing Citrix

Once Java Runtime has been installed you can
now install Citrix from the DHS Workspace
portal login Window.

To install Citrix:

The Plac

:00prn or ermail IT

Username

Passcode

By logging in wou accept the
conditions of use

[coun S o

= Click here for supported
browser and required
browser settings

> To operate the DHS
Workspace, your browser
requires loaded a Java
Runtime Environment (JRE).
Click here to download the

Sun Jawva Runtime /— CltrlX

= If you require Citri hyperllnk
access you can d load

the Citrix clie er. 100 by

clicking here

1. Click on the Citrix hyperlink on the
right hand side of the DHS Workspace
Portal login screen. A Security Alert
dialog box displays.

security Alert x|
ri‘ﬁ r'ou are about to leave a zecure Intemet connection. [t
?. will be poszible for others to view information you send.
Do vou want to continue’?

[T In the future, do not show this warming

Mo tdore Info

2. Click Yes. The File Download - Security
Warning displays.



File Download - Security Warning il

Do you want to run or save this file?

MName: icaZ2pkag.msi
Type: Windows Installer Package, 7.21 ME
From:  downloadZ, citrix, com

Bun Save

‘while files from the Internet can be useful, this file twpe can
@ patentially harm your computer. IF pou do nat toust the source, do not

T or save this software. What's the risk?

3. Click Run. The Save As dialog box

displays.
Save As @
Save in: | @ Desktop - ‘ - & o m,
LY GMy Documents
" :3 ; My Computer
My Recent €0y Metwork Places
Documents
?_H
Desktop
My Documents
38
My Computer
‘:} File name: v | )
v i
MyNetwork | Saveastype: | Windows Installer Package v| [ cencel |

4. Select the desktop.

5. Click Save. A Progress dialog box
displays.

8% of ica32pkg.msi Completed o [ |

7
&=

Saving:

ica32pkyg.msi Fror downloadZ . citri:. com

(1 11]

Estimated kime left 36 sec (389 KB of 7.21 ME copied)
Daownload ko: C\Documents and Sett. . \ica3Zpkg. msi

TransFer rate: 191 KE/Sec

[ Cloge this dialog box when download completes

Wpern [pen Eolder | Cancel I

Download complete o ] 4|

A

[

= Download Complete

Saved:
ica3Zpkg. msi From downloadz, citrix, com

EEEENEEENNEEENEENENENENENENNENEENEEENEEEEER
Dovnloaded: 7.21 MB in 46 sec

Download ko C\Documents and Sett. . \ica3z2pkg. msi

Transfer rate: 160 KBfSec

[ Close this dislog box when dewnload completes

Bun Open Faolder | Cloze I

6. Click Run. The Internet Explorer —
Security Warning dialog box displays.

Internet Explorer - Security Warning il

Do you want to run this software?
Mame: Access Client For Cikrix
Publisher: Citrig Systems, Inc

E | Mare options Run

@ While files Fram the Internet can be useful, this file type can potentially harm
wour computer, Only run software from publishers vou trust, What's the risk?

7. Click Run. The Select Language dialog box
displays.

i Select Language x|

Which language would you like ko use during
installation?

IEninsh j
Cancel |

Note: If you choose to save the file to a
location other than the desktop, make sure
you are aware of the location the file will be
saved to, before selecting Save.

Once complete the Download Complete dialog box
displays.

8. Click OK. The Citrix Presentation Server
Client Setup dialog box displays.



=il 11.Click Next. The Select Client page

! displays.

CITRIX
. Welcome fo the Citrix i ]

Presentation Server Client ' C'TRI
Installation Wizard .
Pleaze wait while the Installation Wizard prepares the Windows Select Client

Installer.
Select the client or clients pou want ta install

=~ | Web Client
= ~| Program Neighborhood Agent
=3~ | Program Neighborhood

Feature Description:
Installs all clients for Windows. Thiz client will be installed on the local hard drive

m Al clients require at least 17MB on wour hard

diive. You have 3 clients selected, requiring an
additional 12MB an pour hard drive.

Feature destination

C:A\Program FileshCitrizh Browse | |

9. Click Next. The License Agreement Page
displays. Beset | < Back | Mest » I Cancel |

(]
m 12.Select the Program Neighbourhood
c ! Agent.

License Agreement

= = -
'ou must accept the license agreement below ta proceed. i Citrixt Presentation Server Client Setup ;Iglll

CITRIZ(R) LICENZE AGREEMENT cm'
.

Tse of this component is subject to the Citrix icense coveting the Citrix product(s) with

which ou will be using this component. This component is only licensed for use with Select Client

such Citeix product(s). Select the clisnt or clients pou want to install

CTX code: EP_E_AS32490 — - -
- - = B Elvl Citrix Presentation Server Client

= - [ WWeb Client
Program Neighborhood Ag
=3~ Program Neighborhood

Feature Description:

» _| accept the license agreement ) For seamless integration of published applications This client will be installed on the local hard drive
| do not accept the licenze agreement with user desktaps. Allows remote configuration.
For intermediate and advanced users. Requires a
Wb browser on the client device. I addition to the disk s ired by all
pace required by &
li=ch | =i - | Cames clients, this client requires 2809KB on paur hard
drive.

Feature destination
|7 Erowse | |

Beset | < Back | Mest » I Cancel |

10.Click the I accept the license
agreement radio button.

e
'TR 13.Click on the drop down arrow on the

CITRI . :
. left hand side. A shortcut menu displays.

License Agreement

“f'ou must accept the licenze agreement below to proceed.

CITRIZ(R) LICENZSE AGREEMENT

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

CTX_code: EP_R_AT2490

= | do not accept the license agreement

< Back | Hest » I Cancel




ii-‘w!;" Citrix Presentation Server Client Setup ;lglﬁl
CiTRI

Select Client

Select the client or clisnts pou want ta install.

= Elvl Cittix Presentation Server Client
=3 -] Web Client

=0 Wil be installed on local hard drive

=8 Entire feature wil be installed on local hard drive

Feature Des:

For seamleszi (=) Feature wil be installed when required the local hard dive
with user desk
Forintermedia 3¢ Entire feature wil be unavailable
“wieh browser

T =0 tequired by all
clientz, thiz client requires 2803KE on vour hard
drive.
Feature destination
|7 Brawse ||

Reset | < Back Mewt > I Cancel |

14 .Select Entire feature will be
unavailable. A red X will display beside
Program Neighborhood Agent.

% Citrix Presentation Server Client Setup

Select Client

Select the client or clients you want to install.

= =h=| Citrix Presentation Server Client
(Qvl Weh Client

Qvl Pragrar Meighbarhood

Feature Description:

Fior zeamless integration of published applications Thiz clisnt will not be installed f
with user desktops. Allows remote configuration.
For intermediate and advanced users. Requires a

Wieh bravwser on the client device Irv addition to the disk space required by all

clients, this client requires OKB on your hard
drive

Feature destination

Reset < Back qut > Cancel

15.Click Next. The Select Program Folder
Page displays.

i Presentation Server Client Setup ] 4]
CiTRI

Select Program Folder

Program icons will be added to the following folder of the Start menu, Tao change the
folder name, enter it below, then click Next to continue.

C:A\Documents and Settingsial UsershStart MenusProgramsh

< Back | Nest » I Cancel

16.Click Next to accept the default. The
Client Name Page displays.

fir Citrix Presentation Server Client Setup ;IQILI
CiTRI

Client Hame

Each client computer must have a unique client name. Citrix Presentation Server uses
this name to manage client printers and other system resources.

¥ Use machine name as client name

Client name: IADSL-WAAFSEHQB

< Back

Cancel |

17.Click Next to accept default. The Use
Local Name and password Page displays.

i‘.§- Citrix Presentation Server Client Setup ;'EIll
CiTRI

Use Local Hame and Password

Would you like to usge your local user name and password to log on to Citriz sessions from
this computer?

 Yes

< Back | Mest > I Cancel |

18.Ensure the No radio button is selected.
19.Click Next. The Program Neighborhood
options page displays.




i'\‘!r“ Citrix Presentation Server Client Setup ;Iglil

CiTRI

Program Heighborhood Options

Program Meighborhood provides additional methods to connect to Citris Presentation
Server. These oplions can be changed after installation.

[+ Enable Custom |CA Connections

< Back | Mext » I Cancel |

20.Click Next to accept default. The ready
to install page displays.

i'a%‘ Citrix Presentation Server Client Setup ;Iglll
r! ci'rk,ﬂ
Ready to install

Click Mezt to begin Setup.

Click Back to modify your selection, or Mext to begin Setup,

Installation Summary
Client Details
Name Action
Citrix Presentation Server Client Install
Program Neighbothood Install
Program Neighbothood Agent Do not install
Web Client Install
< Back Canicel

ii.‘% Citrix Presentation Server Client Setup ] 4]

Updating System

Installing Citrix Prezentation Server Client...

21.Ensure that in the Installation
Summary, Program Neighborhood
Agent is set to Do not install.

22 .Click Next. The Updating System Page
displays.

Once complete, the Citrix Presentation Server Client
has been successfully installed screen displays.

i‘.§- Citrix Presentation Server Client Setup ;'EIll

" CITRIX

Citrix Presentation Server Client
has been successfully installed.

Click Finizh to exit Setup.

m

< Back Cancel

23.Click Finish.

Clearing your Internet
Cache

Once you have installed both Java Runtime
and Citrix, it is recommended that you clear
your Internet cache to remove any temporary
internet files.

To clear your Internet Cache:
1. Open the DHS Workspace Portal
Login Window.
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2. Choose the Tools menu, Internet
Options. The Internet Options dialog box
displays.

General | Seculityl F'rivacyl D:untentl Connectionsl F'logramsl .t‘-‘«dvancedl

—Home page
% You can change which page to uze for your home page.

|Jze Current Usze Default Jze Blank

— Temporan Internet files

o Pages pou view an the |ntermet are stored in a special falder
@& Y for quick wiewing later.

Delete Cookies... | Delete Files. . Seftings...

— History

The History folder containg links to pages you've visited, for
quick access to recently viewed pages.

Days to keep pages in history: |2D 3: Clear History |

Colors... | Fonts... | Languages... | .f-\ccgssibility...l

oK I Cancel | Apply |

4. Check the Delete all offline content
check box.

Delete Files X|
'E Delete all Files in the Temporary Inkernet Files
£ you can also delete &l wour offline content stored
lacally,

K I Zancel

3. Click Delete Files in the Temporary
Internet Files section on the General
Tab. The Delete Files Warning dialog box
displays.

Delete Files x|
!':, Celete all Files in the Temporary Internet Files
£ vou can also delete 4l wour offline content stored
lacally.

K I Zancel

5. Click OK. The Delete Files Warning dialog
box closes.

6. Click OK to close the Internet Options
dialog box.

7. Close Internet Explorer.

Using DHS Workspace
and Citrix

1. Reopen Internet Explorer and the DHS
Workspace Portal Login Window.

2. Login using your HSNet username in
the username box. Passcode is your 4
digit RSA pin and the 6 numbers
which are displayed on the token.

Note: The 4 digit RSA pin remains the same
(unless you request a pin reset), but the 6
numbers on the RSA token change every 60
seconds.

The Place To Be

100prn ar

Username
shla0B606

Passcode
LIl L1l ]])

By logging in you accept the
conditions of use

[coor T core

= Click here for supported
browser and required
browser settings

= To operate the DHS
Workspace, your browser
requires loaded a Java
Runtime Environment (JRE).
Click here to download the
Sun Java Runtime

= If vou require Citrix
access you can download
the Citrix client {Wer. 10) by
clicking here



3. Click Login. The Security Information
dialog box displays.

Security Information ﬂ

riri'l Thiz page containg bath secure and nonzecure

?. items.

Do you want to dizplay the nonzecure iterns?

Mo tdore Info
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5. Click on the My Work tab. The contents
of the My Work Tab display.
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My Work Tab

The My Work Tab contains three portlets:
e My Applications
e My Citrix Applications
e My Links.

My Applications Portlet
My Applications

|E| Reset Password

|E| Setup Password Questions

H HiiP DEV
H HiiP MOT
H HiiP TRi3
H HiiP UAT

8 citri (o)

& ©oHs spplications Register

]

0 Employes SeIf Service - ESS
1

B uso Helpdesk 11

@ TMs

@ DHS InfaCentre
]
ol
L
4
@ vehicle Baoking System

&

My Applications portlet contains links to all the
Business and Common layer applications to
which you have access.

Any application icons that appear greyed out
are not available externally via the DHS
Workspace Portal such as people@dhs,
Resource Reservations System, ISB Document
Repository. An alternative accessed through
My Citrix Applications portlet can be utilised.

This application
is not available

a
oW ehicle Booking Systermn

¥

This application
is available



My Citrix Applications Portlet

My Citrix Applications

My Citrix Applications lg] @ (7))

e B e

[ 115 offes 2000
[ s office 2003
[ ws oice 2007
71 sac mansgement
A adote reader
Gitrix Help on Knowledgefiet
BB | otes 7
Y reftection 50
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< Windaws Explorer

My Citrix Applications portlet contains links to
common and Business layer applications such
as Office, Lotus Notes, SAMS, CASIS,
eMinisterials as well as files and folders
contained on your H:/ and F:/ drives.

Note: Office 2007 is available for staff use but
is not supported through the IT Service
Centre.

To access your H:/ and F:/drive folders:

1. Click on the Windows Explorer icon in
the My Citrix Applications portlet. Citrix
loads and the Client Security dialog box
displays.

=
i CITRIX

&, server application iz requesting access o pour
local client files.

—what access _u_:_Ip you want to grant?

" RBead fccess
" Full fccess

— Do pou want to be asked again?
f* Alwaps ask me

™ Mever azk me again for this site

" Mever ask me again

k. Larzel

Options available are:

What access do you want to grant?

No Access

You will not be able to
access any files or
folders.

Read Access

You will only be able
read files and folders.
You will not be able to
edit or add any new
material.

Full Access

You will have read
and edit access to all
files and folders.

Do you want to be as

ked again?

Always ask me

The Client File
Security dialog box
will display every time
you try to access
Windows Explorer and
Lotus Notes through
Citrix.

Never ask me again
for this site

The Client File
Security dialog box
will display every time
you try to access
Windows Explorer (in
this case) through
Citrix.

Never ask me again

Will never display
again and will
automatically give
you the access
checked in the the
What access do you
want to grant
section?.

2. Click OK. A new window opens displaying
the contents of your H:/ drive.
Note: This may take several minutes.
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3. Click on the drop down arrow in the
Address Bar. A list of other available drives
displays.
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4. Click on the required drive, then
navigate to the required file or folder.

My Links Portlet
My Links edit 2 - O
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My Links portlet contains links (shortcuts) to
customer layer applications, web sites and
Windows Explorer folders of your choice. Any
links that appear greyed out are not available
through Citrix.



