Extranet User Guide
Using Extranet Applications
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Extranet Access is a secure method of accessing Barnardo’s systems from a non-Barnardo’s computer. This guide details how to use the applications available on the Extranet once you have accessed it.

The first time you access the Extranet you must carry out the setup processes in the user guide entitled “Setting Up Extranet Access”. This also contains a troubleshooting guide to help you resolve any connection issues.

Then, whenever you want to use the Extranet you must access it as detailed in the user guide entitled “Accessing the Extranet”.
Note: In order to separate your PC from this virtual PC no files can be transferred between them. For example, you cannot attach files from your PC to emails created on the Extranet, and you cannot add documents to Content Server from your PC.

Apps vs Desktop
There are two ways to access applications on the Extranet – Apps and Desktop. When you first open the Extranet you will be at the Desktop section. You can switch between this and the Apps section using the buttons at the bottom of the screen, e.g.

	Desktop
	Apps
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Note: Please use the Apps method whenever possible. We have a limited number of licenses for the full Desktop access, so Apps access is cheaper for Barnardo’s. 

Using Apps Access

The first thing you will need to do is add the Apps you want to access to your Apps list.

· Click on the Apps button at the bottom of the screen.
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· Click on the white + to the left of the screen.
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· Use the menus that appear to add whichever apps you need to use. As you click on them they will be added to the screen behind the menus. You can always come back later and add more.
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To use any of the apps, just click on it to launch it. Close any applications in the normal way (i.e the File menu or the red cross in the corner).
Using Desktop Access

As mentioned above, the other way to access Extranet applications is via a full Desktop. This is more expensive for Barnardo’s, so please only use this when you cannot achieve what you need with the Apps access mentioned above.

To access the Extranet Desktop:

· Click on the Desktop button at the bottom of the screen.
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· Click on the Win7 Corporate Desktop button in the centre of the screen.
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This opens a full Barnardo’s Windows 7 desktop in a window on your computer. You can do anything in this window that you can do on a full Barnardo’s desktop or laptop computer.

When you have finished your work, click on the Start menu in the window and select Log Off.

Note: If you are accessing the Extranet from a Windows 7 PC (as in the above example) make sure you select the correct Start menu. The one inside the Window logs you off from the Extranet. The one outside the Window closes down your own computer!

Tips and Tricks

· All of the applications you can access via both methods (Apps or Desktop) are full desktop versions. In particular, you will have full Content Server integration in all of the MS Office applications (Word, Outlook, Excel and PowerPoint).

· None of the applications will have access to the local files on your computer. If you save files with one of the Extranet applications they save to the virtual machine, not to your computer. The best way to make sure you can save and access files reliably is to always save and open them to Content Server.

· Users of the Extranet prior to Sept 2014: If you had any files on the previous Extranet system, you can access these using the application called “Old Citrix Documents” in the Apps section. You should save these documents to Content Server as soon as possible, as access to the previous system will not be available for an extended period.
IS L&D
Using Extranet Applications
February 2011

Using Extranet Applications

Page 4 of 4

[image: image8.jpg]