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1 Introduction

This User Manual document details the steps for students for Remote Access to the Virtual
Software Lab.

2 Overview

Students may access a limited software collection including the Adobe Creative Cloud Suite. As
with a traditional computer lab, there are a limited amount of available seats. As a courtesy,
students should try to limit their time on the virtual applications to allow other students an
opportunity to use the software.

Once a student closes an application, there is an automatic 15-minute idle timeout feature to
release the session to another student. Students should remember to save their work early and
often using their local hard drive or an external storage device (e.g., thumb drive/USB key).

Additionally, the Citrix XenDesktops which are currently deployed on campuses are also
available remotely.

Note: Printing is not available from these virtual applications.

3 Setup the Virtual Software Lab

3.1 Install Citrix Workspace
Note: Only the Google Chrome web browser on a Windows PC is supported.

Note: While we have limited support on Mac platform, you can find the installation file for Mac
Citrix Workspace App at https://www.citrix.com/downloads/workspace-app/

Follow these steps to install Citrix Workspace on your Windows workstation:

1. Open your Google Chrome web browser and go to
https://virtualstudent.nvcc.edu/Citrix/GatewayWeb/

2. Click the Detect Receiver button.

Welcome to Citrix Receiver

For the best experience, use the full set of features bundled with Citrix
Receiver for Windows. Click Detect Receiver to get started.

CiTRIX

Receiver Detert Racemer

If you do not want to detect/install Citrix Receiver you can use the light
version, with fewer features, in your browser.

Figure 1: Detect Citrix Receiver
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3. Select the I agree with the Citrix license agreement checkbox.

4. Click the Download button.

CiTRIX

Receiver

Just a moment, we're detecting if Citrix Receiver is already
installed.

If Citrix Receiver is detected, you will see a window in a few seconds. Please
choose Launch Application

1f no window appears, proceed to download.
I:agree with the

Download

Figure 2: Download Citrix Receiver

5. Click the Save button to save the CitrixWorkspaceApp_<Version #>.exe.

G Save As

Organize » New folder

Name

3 This PC
. 3D Objects
Il Desktop
=] Documents
¥ Downloads
J‘S Music
&= Pictures

B videos

‘as Windows (C:)

== arlopez (\\n-egn

v <

4 ¥ » ThisPC » Downloads

v Search Downloads

)

Date modified

No items match your search.

File name: ‘ CitrikWorkspaceApp_1911

Save as type: Application

~ Hide Folders

Cancel

Figure 3: Save CitrixWorkspaceApp exe
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6. Click the CitrixWorkspaceApp_<Version #>.exe to launch the Citrix Workspace Install
Wizard.

Downloading Citrix Receiver...

o Install Citrix Receiver on your machine when the download is complete. Once
CITRIX you've installed Citrix Receiver, return here and click Continue.

Receiver

Continue

@ CitrixWorkspaceAp....exe ~

Figure 4: Click CitrixWorkspaceApp_<Version #>.exe
7. Click the Start button.

@ Citrix Workspace X

Welcome to Citrix Workspace

Citrix Workspace app installs software that allows access to
virtual applications that your organization provides,
including software that allows access to the applications
that use your browser,

Workspace - Allow applications access to your webcam and
microphone,
- Allow applications to use your location.
- Allow access to local applications authorized by your
company.
- Save your credential to log on automatically.

Click Start to set up and install Citrix Workspace app on
your computer,

CiTRIX

Figure 5: Citrix Workspace Install Wizard
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8. Select the I accept the license agreement checkbox and click the Install button.

@ Citrix Workspace X

License Agreement

You must accept the license agreement below to proceed.

CITRIX LICENSE AGREEMENT

Use of this component is subject to the Citrix license or terms of service
covering the Citrix product(s) and or service(s) with which you will be using
this component. This component is licensed for use only with such Citnix
product(s) and/or service(s).

CTX_code EP_R_A10352779

I accept the license agreement

Install Cancel
Figure 6: License Agreement
Installation may take a couple minutes
@ Citrix Workspace
Installing Citrix Workspace app... @
I
Figure 7: Installation Progress
Version 1.6 Remote Access to the Virtual Software Lab Page 4
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9. Click the Finish button when the installation completes.

@ Citrix Workspace X

CITRIX

J Installation successful

If you received instructions to set up Citrix Workspace app
with your email or a server address, click Add Account.
Otherwise, dick Finish, and you can set up an account later.

Figure 8: Installation Complete
10. Follow the steps in Access the Virtual Software Lab.
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4  Access the Virtual Software Lab

4.1 Launch the Citrix Workspace App
Follow these steps to install the Citrix Workspace App:

1. Open your Google Chrome web browser and go to
https://virtualstudent.nvcc.edu/Citrix/GatewayWeb/

2. Click the Detect Receiver button or select Already installed if you already have the
Citrix Workspace App installed.

Welcome to Citrix Receiver

For the best experience, use the full set of features bundled with Citrix
Receiver for Windows. Click Detect Receliver to get started.

CiTRIX

Rece ive r Detect Receiver

If you do not want to detect/install Citrix Receiver you can use the light
version, with fewer features, in your browser.

Figure 9: Click Detect Citrix Receiver

Just a moment, we're detecting if Citrix Receiver is already
installed.

If Citrix Receiver installed successfully, your browser displays a window in a few
seconds, and Citrix Receiver Launcher is an available option. Click Open
Link.

CITRIX The Citrix Receiver installation failed if a window displays without Citrix
Receiver Launcher as an available option. Click Cancel, and then check the

Rece I ve r license agreement checkboyx, click Download, and install Citrix Receiver.

M | agree with the

Figure 10: Select Already Installed

Version 1.6 Remote Access to the Virtual Software Lab Page 6
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3. Select Citrix Workspace Launcher.
4. Click the Open Link.

Launch Application : .
eceiver is already

This link needs to be opened with an application.

d to:
S displays a window in a few
| Citrix Workspace Launche : :
i e ble option. Click Open

Choose other Application Choose...

CiTR!X plays without Citrix
hcel, and then check the

Rece ive r nstall Citrix Receiver.

[C]Remember my choice for receiver links.

Cancel Open link

Figure 11: Citrix Workspace Launcher
5. Follow the steps in Log On to Citrix.
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4.2 Log On to the Citrix Desktop

Follow these steps to log on to Citrix:

1. Enter your MyNova user name and password.

2. Click the Log On button.

DIRECTORY.VCCS.EDU

Log On

Figure 12: Citrix Log On

4.3 Access the Citrix Desktop
Follow these steps to access the Citrix Desktop:

1. Select the Citrix Desktop based on your campus/designation. In this example, AN CT-
121 Desktops is selected for Students.

Figure 13: Citrix Desktops

Version 1.6 Remote Access to the Virtual Software Lab Page 8
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2. If prompted, click the Open Citrix Workspace Launcher button.

Open Citrix Workspace Launcher?

https:/fvirtualemployee.nvccedu wants to open this application.

Open Citrix Workspace Launcher Cancel

Figure 14: Open Citrix Workspace Launcher
3. Select the Do not show this dialog box again checkbox.
4. Click the OK button.

Tip: Exiting Full Screen Mode X

Your hotkeys, such as Alt+Tab, will apply to the session you are starting in
full-screen mode. The SHIFT +F2 hotkey controls the appearance of the titie
bar of the session window. To view your desktop, press SHIFT +F2 and
minimize the session window,

[100 not show this dialog box again.

[ o ]

Figure 15: Exit Full Screen Mode

Version 1.6 Remote Access to the Virtual Software Lab Page 9
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5. Review the Information Technology Ethics Agreement and click the OK button.

Clicking ~OK~ below indicates you have read and agree to the terms of the
Information Technology Ethics Agreement and further consent to monitoring of
your activities by technical support personnel during routine diagnostics of
college-owned equipment. You can link to the Ethics Agreement from the bottom

of the College’s home page at www.nvcc.edu

Figure 16: Review Information Technology Ethics Agreement
The Citrix Desktop displays.

Figure 17: Citrix Desktop

Note: Press the SHIFT+F2 keys to minimize the Citrix Desktop session window and exit full
screen mode. Press the SHIFT+F2 keys again to return to full screen mode.

Version 1.6 Remote Access to the Virtual Software Lab Page 10
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4.4 Save a File to the Citrix Desktop on a Windows PC

Note: If you are working with an MS Access file, you can save it to your profile but you will

need to save it to your local C drive to prevent the file from becoming corrupt or permanently
locked.

Follow these steps to save a file to the Citrix Desktop on a Windows PC:
1. Open File Explorer and select This PC.
2. Check the Do not ask me again for this site checkbox.
3. Select Permit all access.

L y 5 | ThisPC

= 0 X
Computer View o
1 B ThisPC v X rch This PC P
4 Citrix Workspace - Security Warning
# Quick access
[ Desktop ' 3 An online application is attempting to access
& Downloads files on your computer.
| Documents
&= Pictures
—> Block access
A This PC . D not permit the application to read or change your
¥ Network
—> Allow reading only
The application cannot change files
—> Permit all access
I Do not ask me again for this site. I
Figure 18: Windows PC - Permit Access to Files
Version 1.6 Remote Access to the Virtual Software Lab Page 11
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4. Click on Local Disk (C: on XXXX) under Devices and drives.

You will see two Local Disks when you click on This PC. The Local Disk labeled Local Disk
(C: on XXXXXX) is your local PC drive (XXXXXX is typically replaced with your computer
name). You must click on Local Disk (C: on XXXXXX) to save the files to your computer.

Warning: Files stored anywhere else other than Local Disk (C: on XXXXXX) will
automatically be deleted when you close the VM session.

i B, T
Folders (7
v g Ok accen
B Deitog ¢ 0 Cpeis Desitop Erpurranis
& Gownicadr | - =
Dty - K 5
b ! d =
 Thig PC

Figure 19: Windows PC - Local Drives Under Devices and Drives
5. Save files by navigating to C:\users\YourUserName\Documents\

To save your file, you will need to save it in your User’s Documents folder. Navigate to the
C:\users\YourUserName\Documents\ folder.

Warning: As a security feature, Microsoft does not allow you to save files in the Root of the
Local Disk (C: on XXXX). If you try to save files to the C drive root, you will get the Error
Message below. You need to save it to one of the folders listed (i.e., Users folder).

.- P > Ths Local Disk (C: on XXXX £
Organize v New folder - o
& Pictures o ’ e fie
[ Microsoft Access Apphcations
compatible Software
B This PC >
Library
. Save As X
P 30 Objects Smtamn
B Desitop <::| 1 Chent\CS\Database! accdb
Documents Y™ Save to the 'Users' Folder 2. The request could not be performed because of an /0 device erro
& Downloads to avoid this error
w Local Disk (C: on XX XX

File name

Save as type:  Macrosoft Access Database

A Hide Folders Tools Save Cancel

Figure 20: Windows PC - Error if you attempt to save files to the Root of Local Disk C: on
XXXX

Version 1.6 Remote Access to the Virtual Software Lab Page 12
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6. To save to an External USB drive, click on the disk labeled Removable Disk.

&3 This PC ) Music Pictures
@ Network -—
B Videos
» Devices and drives (4)
Local Disk (C: on FX-128079) Network Drive (H: on FX-128079)
~ »
_ Removable Disk (0: on FX-120079) | ae %
. }1 GB free of 314GB

11 items 1item selected -

Figure 21: Windows PC - External USB Drives Mapped as Removable Disk

Version 1.6 Remote Access to the Virtual Software Lab Page 13
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4.5 Save a File to the Citrix Desktop on a Mac

Note: If you are working with an MS Access file, you can save it to your profile but you will
need to save it to your local C drive to prevent the file from becoming corrupt or permanently
locked.

Follow these steps to save a file to the Citrix Desktop on a Mac:
1. Open File Explorer and select This PC.
2. Check the Do not ask me again checkbox.
3. Select Read & Write.

AN CT-105 Desktops

How do you want to access files from this application?

Don't ask me again
No Access Read Only Read & Write

w | = | This PC

Computer View

« ~ 4 M5 ThisPC »

v gk Quick access ~ Folders (7)

Desktop 3D Objects Desktop Document ts

= =
Downloads ﬁ Music Pictures
; | =3
> = ThisPC

o g Videos
Figure 22: Mac - Allow Read & Write Access

= Documents

¥ Downloads

%N %y

&= Pictures

4. Click on Local Disk (C: on XXXX) under Devices and drives.

You will see two Local Disks when you click on This PC. The Local Disk labeled Local Disk
(C: on XXXX) is your local Mac drive (XXXX is typically replaced with your computer name).
You must click on Local Disk (C: on XXXX) to save the files to your computer.

Warning: Files stored anywhere else other than Local Disk (C: on XXXX) will automatically
be deleted when you close the VM session.

Version 1.6 Remote Access to the Virtual Software Lab Page 14
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W | [ = | ThisPC

View

< v A =, ThisPC »

~ g Quick access
Desktop
& Documents

& Downloads

LY Y Y 8

&= Pictures
~ @ ThisPC

_# 3D Objects
I Desktop

~ Folders (7)

3D Objects
¥ |

Downloads

g Videos

~ Devices and drives (5)

& Documents

v O

Search

Desktop

) Music

Documents

ol

Pictures

¥ Downloads
- Local Disk (C: on -~

Local Disk (C: on¥8's MacBook
Pro)

PN

Local Disk (C:)
-
= I
Ty 32.5 GB free of 59.4 GB

b Music
& Pictures

i Videos

2. Local Disk (C3)

1P

Figure 23: Mac - Click on Local Disk (C: on XXXX)

5. Save files by navigating to C:\users\YourUserName\Documents\

To save your file, you will need to save it in your Mac User’s Documents folder. Navigate to the

C:\users\YourUserName\Documents\ folder.

Warning: As a security feature, Apple does not allow you to save files in the Root of the Local
Disk (C: on XXXX). If you try to save files to the C drive root, you will get the Error Message
below. You need to save it to one of the folders listed (i.e., Users folder).

v earch Local Disk Mari.. 0

Date modified Type

Save As X

| \\Client\CS\Databasel.accdb
The request could not be performed because of an I/0 device error.

®
- * N ua > This.. > Local Disk (C: on XXXX MacBook Ai)
Organize v New folder
& Pictures P Name
ﬂl Microsoft Access Applications
Incompatible Software
Bl This PC
Library
=P 3D Objects System
= ey o] <
% Documents VM Save to the 'Users' Folder
¥ Downloads to avoid this error.

= Local Disk (C: on XXXX

D Music

v <

File name: Database]

Save as type: Microsoft Access Database

~ Hide Folders

Tools ~ Save Cancel

Figure 24: Mac - Error if you attempt to save files to the Root of Local Disk C: on XXXX
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6. To save to an External USB drive connected to your Mac, click on the disk labeled
Removable Disk.

3 This PC ) Music Pictures
@ Network -

E Videos

v Devices and drives (4)

Local Disk (C: on FX-128079) Network Drive (H: on FX-128079)
- »
_ Removable Disk (0: on FX-120079) | as Local Disk ()
T
LY }1 GB free of 314GB

11 items 1item selected

Figure 25: Mac - External USB Drives Mapped as Removable Disk
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4.6 Sign Out of the Citrix Desktop

Follow these steps to sign out of Citrix Desktop:

1. Click the E icon in the Windows Taskbar.

2. Click the icon.
3. Select Sign out.

Change account settings
Lock

Sign out

Microsoft Office 2016 Tools

Microsoft Silverlight

Microsoft System Center

Outlook 2016

Figure 26: Sign Out of Citrix Desktop

Version 1.6 Remote Access to the Virtual Software Lab Page 17
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4.7 Access an Application on the Citrix Desktop
Follow these steps to access an application on the Citrix Desktop:
1. Select the Apps tab.
2. Select the application you wish to use.

Apps

All (2)

B

Adobe Adobe Photoshop
Dreamweave...018 CC 2018

Figure 27: Select Apps Tab and Application
The app will load and start a session.

.
@ Adobe Photoshop CC 2018 - b4
Adub::e CP;::;shap Starting...
.
() Mare information

Figure 28: Application Session Start Progress

Version 1.6 Remote Access to the Virtual Software Lab Page 18
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3. If prompted, click the Open Citrix Workspace Launcher button.

Open Citrix Workspace Launcher?

https:/fvirtualemployee.nvccedu wants to open this application.

Open Citrix Workspace Launcher Cancel

Figure 29: Open Citrix Workspace Launcher
4. Review the Information Technology Ethics Agreement and click the OK button.

Clicking ~OK~ below indicates you have read and agree to the terms of the
Information Technology Ethics Agreement and further consent to monitoring of
your activities by technical support personnel during routine diagnostics of
college-owned equipment. You can link to the Ethics Agreement from the bottom

of the College’s home page at www.nvcc.edu

Figure 30: Review Information Technology Ethics Agreement

Version 1.6 Remote Access to the Virtual Software Lab Page 19
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5. Check the Do not ask me again for this site checkbox.
6. Select Permit all access.

[ J Anonline application is attempting to access
files on your computer.

—> Block access
Do not permit the application to read or change your
files.

— Allow reading only

The application cannot change files.

— Permit all access

I Do not ask me again for this site. I

Figure 31: Permit Access to Files

The application displays.

Learn Photoshop

Step-by-step tutarials directly in the app. Picka
topic below to begin.

0

Photography

NbhNES%g

Retouching

Combining Images

Deedp

Graphic Design

T.
le,
o
.
a

PRz

o

Figure 32: Application Displays
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4.8 Save a File from an Application to a Local Drive
Follow these steps to save a file from an application to a Local Drive:
1. Select File > Save As.

Edit Image Layer Type Select

Mew... Ctrl+M
Open... Ctrl+ 0
Browse in Bridge... Alt+Ctrl+ 0
Open As... Alt+Shift+ Ctrl+ O

Open as Smart Ohbject...

Open Recent 4
Close Ctrl+W
Close All Alt+ Ctrl+W

Close and Go to Bridge...  Shift+Ctrl+W

Shift+Ctrl+5

Figure 33: Select Save As

2. Select the Local Drive, enter the file name, and click the Save button.

B seve is *®
“— v 4 E » ThisPC ~ | B Search This PC o
Organize * B - (7]

& Downloads # ~ Folders (6)
@ Documents

=] Pictures Es - Desktop % Documents

[ This PC

[ Desktop ‘ Downloads » Music

|£ Documents

; Downloads ) Pictures g Videos
s Local Disk (C: or L=
D Music ~ Devices and drives (4)
== Metwork Drive (t
= Netwark Drive (f Local Disk (C: on FX-123447) -~ Network Drive (H: on FX-123447)
o
== Metwork Drive (£
&= Pictures ‘ MNetwork Drive (N: on FX-123447) ‘ Metwork Drive (S on FX-123447)
B Videos = =
¥ Network
v
File name: | Untitled-1 )
Save as type: | Photoshep (*.PSD;*.PDD;*.PSDT) w~
Save Options Save: []As a Copy Color: || Use Proof Setup:

Working CMYK

ICC Profile: Adobe
RGB [1933)

Motes
Alpha Channels
Spot Colors

[ Layers

A Hide Folders Cancel

Other: /| Thumbnail

Figure 34: Save a File
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4.9 Sign Out of an Application
Follow these steps to sign out of an application:
1. Select the X icon at the top-right corner of the application.

Figure 35: Select X Icon
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5 Frequently Asked Questions (FAQs)

5.1 What if I’m unable to sign in using MyNova user name and password?
Verify your credentials by signing in to the MyNova Login Portal_(https://nvcc.my.vces.edu).

Northern Virginia
Community College

Wy nsenacie myNOVA LOGIN PORTAL
Singie Log-in Access. Encrypted ana Secure

P TUTORIALS
- Student Information System (SIS) for credil courses
+ Canvas
+ Gmail
+ Search for NOVA Online courses
HOAN “Resty o Finaocil A

Forgot Password | Forgot Username R so0Acas
+ Tuibon Payment Methods and Deadines

Coflege System (VCCS)

PROTECT YOUR PRIVACY
Please be sure to log out and ciose all browser WINGOWS
‘when you are done.

NOVA ez @ O

Figure 36: MyNova Login Portal

5.2 I am unable to open my desktop and get the following prompt “You’ll
need a new app to open this receiver”

This mean that the Citrix Workspace App is not installed. Manually install it by going to the
Citrix Workspace App portal: https://www.citrix.com/downloads/workspace-app/windows/

<« CcC O @ virtualstudent.nvec.edu/Citrix/GatewayWeb/

# Apps (@ NVSTU vSphere Eventviewer RDP powershell @ Software - ThinLinX rasberry pi scem Dell BIOS thinklinx and SCCM cor

Desktops
Alas) You'll need a new app to open this
receiver
_ _ _ Look for an app in the Store
AL MathLab AL-AA232- AL-GENLABPRINT- AN, M Awaysuse this app sktops
Desktops LIBRARYPRINT DESKTOPS
Figure 37: Prompt to Install Citrix Workspace App
Version 1.6 Remote Access to the Virtual Software Lab Page 23

Student User Manual


https://nvcc.my.vccs.edu/
https://www.citrix.com/downloads/workspace-app/windows/

Northern Virginia Internal (NVCC Only)

Community College

CITRIX'  Products  Downloads  Support&Services  Partners gn Q

o pace App | Workspace app !

Downloads / Citrix Works v
Find Downloads Ci

Citrix Workspace App v Workspace app for Windows
)\ Subscribe to RSS notifications of new downloads

trix Workspace Ap

Q
@ Workspace app for Windows

Citrix Workspace app 1911 for Windows

Figure 38: Citrix Workspace App Portal

5.3 What if I have issues installing the Citrix Workspace App?
You can use the light version. Go to https://virtualstudent.nvcc.edu and select Use light version.

Note: You will not be to save documents to external or local drives when using the light version.

Welcome to Citrix Receiver

For the best experience, use the full set of features bundled with Citrix
Receiver for Windows. Click Detect Receiver to get started.

CiTRIX

Rece ive § Detect Receiver

If you do not want to detect/install Citrix Receiver you can use the light
version, with fewer features, in your browser.

Figure 39: Select Use Light Version
5.4 Why aren’t my Desktops launching if the Citrix Workspace App is
installed?

Make sure your pop-up blocker and firewall are turned off.

5.5 Why is my desktop running slow?

o Make sure you have strong wireless signal for better performance.
e Best to use Google Chrome browser to receive best experience with Citrix Workspace
App.
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5.6 What if I receive an error when | attempt to launch an application?

If you receive an error message when attempting to launch an application, please contact the IT
Help Desk by phone at 703-426-4141 or by email at ithelpdesk@nvcc.edu.

Cannot start app "Adobe Dreamweaver CC
2018"

Figure 40: Launch Application Error Message
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