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What is the Terminal Service?

The Terminal Service is CERF Incorporated’s data server and all the ‘virtual machines’ that it provides to
staff. When using the Terminal Service, you are working off of CERF’s central server, allowing your data
to be saved and backed up remotely.

The Terminal Service (TS) is a remote desktop, meaning that you are using your ‘local’ machine (the
physical computer) to access the ‘virtual’ machine (your profile on the TS server). This creates a kind of
‘dual layer’ of computers.

Internet/Network
Connection

Local Machine Terminal Server

*Note: The ‘dual layer’ created by the Terminal Services
means that programs that are open on your local machine
will continue to run in the background while you work in
the Terminal computer. This can sometimes affect perfor-
mance, particularly if the programs running on the local
machine use the internet (such as a browser).

CERF Inc. operates in a Microsoft Windows environment. If you are
not familiar with the operation of Windows, the Microsoft Office
Suite, and/or our rental software (SIRIUS), speak to the IT Manager
and arrangements will be made for training.
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Connecting to Terminal Service from Inside the Network

3 STEPS - 2 PAGES

agl ez

u Adobe Photoshop C54 (64 Bit) Loctnent
" Co te
Al Adobe llustrator C54 B
Network
CorclDRAW X4
Control Panel
= Windows Live Mail »
— Help and Support
|5 Microsoft Office Excel 2007
Run...
o
[%5] WordPad
@) paint
..; Remote Desktop Connection

> AllPrograms

[ I Shitdown | ¢

8 o -

[ 2i] ! Tnbox - Microsoft Ou... )

STEP 1

[ Windows Media Player
@ Windows Movie Maker 2.6
#] Windows Update
- XPS Viewer

Accessories

Acer

Acer Backup Manager

Acer Crystal Eye webcam
AcerSystem

Adobe

Adobe Design Standard C54
AnvSoft

avast! Free Antivirus
Bambeo

Bloggie Software
CorelDRAW Graphics Suite X4
CyberLink PowerDVD 8
Debugmode

DOSBox-0.74

Furcadia

Back

Accessories
& Calculator

@l Command Prompt

B Connect te a Prejector
| Getting Started

) Math Input Panel

Documents

Computer

Network | Notepad
| Paint

Control Panel %5 Remote Desktop Connection
5/ Run

Help and Support

m

<R Snipping Tool

1. Sound Recorder
Sticky Notes

@) Sync Center

Run...

3 Windows Explorer
EBl Windows Mobility Center
] WordPad

Ease of Access

System Tools

Tablet PC

1 Back

Documents
Computer
Network

Control Panel

Help and Support

Run...

Shutdown | | [ Search programs and fies

@ - -

4 lnbm Microsoft Ou...

Il Shutdown v

Open your Start Menu (bottom left corner of the screen) and f|nd your Accessories folder (under
Programs or All Programs). Click on “Remote Desktop Connection” (icon of a computer screen with a
circle containing arrows pointing opposite ways — Windows 7)

Computer: ts.cedcom net

User name:

=) Show Options

Remote Desktop
»» Connection

CERFCORP\pmandin

You will be asked for credentials when you connect

STEP 2

t Remote Desktop
¢ Connection

Genersl | Display | Local Resources | Programs | Experience | Advanced
Logon seltings
jilly Erterthe name ol the rendle conputer

Computer ts. cedfcomp net ¥,

User name:

You wil be asked for credentials when you connect

+|Allow me 1o save credentials)

Connection settings

Save the cument connection settings to an RDP fila or opan a
saved connection

Save Save As. Open

. Hde Options [_Comneat || Heb

On the dialog box that appears, click the downward-facing arrow (or button) for “Options”.

In the field labelled “Computer”

, type “ts.cerfcorp.net”.

Under “User name”, enter CERFCORP\<yourusername>, where <yourusername> will be your server
user ID. This should be the first half of your company email address. For example: jsmith@4-way.com
would have the username jsmith. To find the \ key, look at the keys around your return/enter key on

the keyboard.

You can save the settings for your connection by checking the “Allow me to save credentials” box just
below the “User name” field. This is generally recommended, since it will allow you to avoid having to
enter your user name and password every time you connect.
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k.f Remote Desktop
»») Connection

Enter your credentials
These credentials will be used to connect to ts.cerfcorp.net.

Logon settings
u . | Enterthe name of the remote computer
|

pmandin

Computer: ts cerfcom net
sessnse Ul

User name:  CERFCORP‘pmandin

‘You will be asked for credentials when you connect.

Connection settings
Save the cument connection settings to an RDP file or open a
l saved connection,

[ s ][ s ][ o

= b Optera e

Click the “Connect” button. A pop-up window will appear, asking you to enter your password. This will
be your terminal login password (see the IT manager if you forgot it or were not issued one). You can
check the box at the bottom of the screen labelled “Remember my credentials” to skip this process for

future logins.
The terminal desktop should now automatically start for you.

Always make sure you Log Off from your Terminal Services when you are done. Simply closing the window is not enough!
Programs will continue to run if the connection is simply closed. It must be properly terminated with Start > Log Off (In
your Start Menu, this option is in a menu accessed by hovering your mouse over the right-facing arrow in the bottom

right of the menu.)
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Connecting to Terminal Service from Outside the Network
3 STEPS - 2 PAGES

In Internet Explorer, enter “ts.cerfcorp.net” in the URL bar. If prompted, click “Allow” and then “Show
Content” (this should only happen once per computer you use to access this) (NOTE: This only works
in Internet Explorer.)

Enter your network username and password. For this screen, the username format is
cerfcorp\<USERNAME>
Then, click “Sign In”.
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STEP 3

'!: Bemnte Dmsetep Seriicen Dafeut Comnaction

B e Sy i

You can click any of the displayed icons to open that specific program to use. This is useful if you want
to work on a document or file in a particular program without having to open up a full Remote Desktop
session, and the programs will run as a web version of the appropriate application, with access to
documents on the terminal server.

For this demonstration however, click the Remote Desktop icon. This will open a Remote Desktop
session, as if you had opened the Remote Desktop application on a computer within the network. It
may prompt you for your username and password. The username format for signing in is
cerfcorp\<USERNAME>

Click “Yes” or “OK” to the dialogues that pop up. You may also click the checkboxes to ‘remember your
selection’ to prevent the dialogues from showing up in the future.
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Finding Programs with the Start Menu

@ Microsoft Excel 2010 ‘:

U7 Microsoft outook 2010 » |

@ Microsoft Word 2010 » | Phiippe Mandin
Documents
Pictures
Computer
Devices and Printers
Default Programs
Help and Support
Windows Security

» All Programs.

] |search programs and files @ Log off ‘ .l

|f,'5tart O > -

To access programs on the Terminal if there isn’t a shortcut on your desktop, click Start.
Hover over or click on “All Programs”.

Adobe Reader XI -l

& Internet Explorer (64-bit) ’5
& Internet Explorer

“' wWindows Update

2%
Accessories it
C

ommyault Documents
11SLogsSvC2
KONICA MINOLTA Pictures

Microsoft Office Computar
F 2010

[N] Microsoft OneNiote 2010

Devices and Printers
0| Microsoft Outlook 2010
ﬂ Microsoft PowerPoint 2010 Default Programs
| B.| Microsoft Publisher 2010
(W] Microsaft Word 2010 Help and Support
Microsoft Office 2010 Tools :
Sage =l Windows Security
4 Back

[ Isearch programs and files #2) Logoff b
st % &
Click on the folder containing the program you need (if it’s in a folder — some programs such as
Internet Explorer aren’t organized into a folder) then click on the program itself.
You can add the program as a shortcut to your desktop by right clicking it, hovering over “Send To”
and selecting “Desktop (create shortcut)” when it appears in the flyout menu.

Outlook Web Access
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CERF Incorporated offers employees a webmail access portal so that you can check your email from
any computer in the world.

| Qutlook Web App

User name:  CERFCORPi\pmandin

Pascword:, eeessses|

Type https://owa.cerfcorp.net into your browser’s address bar. This will bring you to the ‘welcome
screen’.

Enter CERFCORP\<username> in the User Name field. MAKE SURE to include the CERFCORP\ as that
tells the service what domain you’re connecting to!

Then, enter your network password.

Click “Sign in”.


https://owa.cerfcorp.net/�
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OutlookWeb App

English (Canada)

{UTC-07.00) Mountain Time (US & Canadal

=

On this screen, the settings should default to the correct ones, so just click “OK”.

U bt o cerorpnet /o E - 0| Philippe Mandin - Outlook ...

File Edit View Favorites Tools Help

builkaebApp Philippe Mandin
Inbox . options - @
i < for bool
e
« Alexandria Favret [alex@modernpress.ca] a W A ton
71 Quote for book printing
7 Inbox 11 BT e )
3 Randys cards on their way Thanks. 1 will be back to you on this shortly.
- gl Alex
= EZBag Rack Proof
- e Seauk
=
- Trade Show Booth? i i
Ale . .
@ Printing quote request
4 QUOTE: 4-WAY
3 BinBag decals
& Strauk
3 Wacker Neuson Canada Winter/Spring 2013 Fin...
) Exhibitor Training session
4 Card Ordes
3 Rate guides
] Mail
=
&)

You should now be able to access your email. This service is based on Microsoft Outlook, and should
function very similarly.
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Connecting Outlook to your Company Email with Microsoft Exchange
8 STEPS — 4 PAGES

STEP 1

(5 » Control Panel » All Control Panel ftems » = |43 )] Search Contrei Panei

o ome: e
Documents ; : :
- Adabe Photeshop C54 (64 Bit) iy Adjust your computer’s settings View by: Large icons ¥
& Adobe Nlustrater C54 e Categony
< Adobe @ Largeicons
L';';-_’" CorelDRAW 4 * Action Center = Administrative Tools M (3;;?'} Small icons.
5 Windews Live Mail *
— l(y AutoPlay ay Backup and Restore <4 Bamboo =
L'_E Microsoft Office Excel 2007 =r -
= wordPad m Color Management g‘ Credential Manager ;;‘ﬁ Date and Time
f Péire @ Default Programs E.J Desktop Gadgets g Device Manager
Remote Desktop Connection =
Y E 5 2
& ﬂ.-.;‘l Devices and Printers ! Display f@\ Ease of Access Center
I | ;
> AlPrograms Flash Player {32-bit) ‘ Folder Options h Fonts
I »| i\ Getting Started i% HomeGroup ,),2, Indexing Options
g i ntel( raphics ani i &
d [ [8inbox ::\1‘;.:]6 Bprics and e" Internet Options = | Java
i = =

Open your Control Panel from the Start Menu.
(OPTIONAL) It will be easier to find the Mail option if you change your view to either Large or Small
icons, which arranges items alphabetically rather than into categories.

View by: Largeicons ~

E-mail Accounts h Fonts -
k_]j Setup e-mail accounts and directories. E-mail Accounts. ..
£ Indexing Options
Datafles — ————— w gep
4+, Change settings for the files Outlook uses to Data Files... |
B store e-mail messages and documents. (1 Java
g =
Profles ——— N CE—
Setup multiple profiles of e-mail accounts and Show Profiles.... | Mail {32-bit)
data files. Typically, you only need one.

Notification Area Icons

m

Close |

Pen and Touch

Oxm
Performance Information 1 L pn
-| g Personalization b Phone and Modem

and Tools

\{Q Power Options }lf.j Programs and Features QuickTime (32-bit)

@ Realtek HD Audio Manager ’JE Recovery Region and Language

Select “Mail” and then “E-mail Accounts...” in the window that pops up.

STEP 3
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E-mail Accounts ‘
Yiou can add or remove an account. You can select an account and change its settings.

| [ ©-mal |Data Fies | Rss Feeds | harePonk Liss | internet Catendars | Published Calendars | Address Books w
I “ [ @ p S t &
il TTome Type

Click “New...”

Check the box marked “Manually configure server settings or additional server types”, then click

IIN eXt"

I o | Manually configure server settings or additional server types l

Choose E-mail Service

() Internet E-mail

@ Microsoft Exchange

Connect to Microsoft Exchange for access to your e-mail, calendar, contacts, faxes and voice mail.

%) Otller
Connect to a server type shown below,

Fax Mail Transport
COutlook Mobile Service (Text Messaging)

< Back ][ MNext = ][ Cancel

Select “Microsoft Exchange”, then click “Next”.

10
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STEP 5

Microsoft Exchange Settings
‘fou can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system
administrator.
Microsoft Exchange server:f |MAILHWAY  4-way.com

|| Use Cached Exchange Mode:

Type the name of the mailbox set up for you by your administrator, The mailbox name
is usually your user name., 1

User Name: I|Phi|iDDE Mandin| I Check Name

More Settings ...

[ < Back ][ MNext = ][ Cancel ]

Fill in the server info (outlook.cerfcorp.net) and uncheck the “Use Cached Exchange Mode” box.
Enter your name as it would be in the server (usually your full name)

Click “More Settings...”
A couple of warnings will pop up. Just click “OK” or “Cancel” to dismiss them for now.

STEP 6

ﬁMdeE—milAcmu L x |
—J‘ icrosoft E I X | . |

Microsoft Exchange Se

‘fou can enter the re i )
% | General I Advanced I Securi

Connection

Type the name of your Micro Use these settings when connecting to Microsoft
administrator, Exchange when working offiine:

Mi ft Exch, -
RS0t DI TG sy (@) Connect using my Local Area Network (LAM)

() Connect using my phone line

(©) Connect using Internet Explorer's or a 3rd party dialer
Type the name of the mailbo; - g 2 Rerty
is usually your user name, Modem ——

User Nai lze the Following Dial-Up Metworking connection:

Properties...

Qutlook Anywhere

Connect to Microsoft Exchange using HTTP
Exchange Proxy Settings. ..
SeeSun k=0

[ OK J[ Cancel ][

Under the “Connection” tab, check the “Connect to Microsoft Exchange using HTTP” box and click
“Exchange Proxy Settings...”

11
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STEP 7

Microsoft Office Outlook can communicate with Microsoft Exchange over the Internet by
nesting Remote Procedure Calls (RPC) within HTTP packets. Select the protocol and the
identity verification method that you want to use. If you don't know which options to

select, contact your Exchange Administrator.

Connection settings

Use this URL to connect to my proxy server for Exchange:

https: //

Connect using SSL only
[~] only connect to proxy servers that have this principal name in their certificate:

[7] On fast networks, connect using HTTP first, then connect using TCP/IP
[¥] On slow networks, connect using HTTP first, then connect using TCP/IP

Proxy authentication settings
Use this authentication when connecting to my proxy server for Exchange:

|Basic Authentication

In the Connection Settings URL field, enter the server info again (outlook.cerfcorp.net).
Under Proxy authentication settings, select “Basic Authentication” from the drop-down menu.

Click OK to continue.

General [ Advanced [ Security | Connection | Remote Mai |

Connection

Use these settings when connecting to Microsoft
Exchange when working offline:

@ Connect using my Local Area Network (LAN)
(©) Connect using my phone line

() Connect using Internet Explorer's or a 3rd party dialer

Modem

Use the following Disk-Up Metworking connection:

Properties... Add...

Outlook Anywhere

Connect to Microsoft Exchange using HTTP

Exchange Proxy Settings...

ENge.

our system

ailbox name

< Back

Check Name

More Settings ...

=<
>

Congratulations!

You have successfully entered all the information required to setup your

account.

To dose the wizard, dick Finish.

Cres | [ ] f

=N )

Click OK to close the More Settings window, Next to advance to the final screen, then “Finish.”
Congratulations, your mail should appear next time you open Outlook.

12
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Adding and Editing Signatures in Outlook
4 STEPS - 2 PAGES

_ STEP 1
|lf.V' Inbox - Microsoft Outlook
: File Edit Yiew Go Tools Actions Help

@ 23 X C&Reply (gReplytoAll () Forward

In your Outlook window, click “New” to start a new message.

STEP 2

Do) 9 O > '

1Y ==

Message Options Format Text

] g [—_@I f2h Business Card v = eBlE 5
_dlCalendar L | (4 X
1 Attach Atta : || Tabley || Picture Clip
File  Item |L&%Signature~| - At il
Inc 4-Way Standard e.: J Nllustratio
| 0

CGo.

1[

Send

Subject: |

On the “Insert” tab, click “Signature” and select “Signatures...”

13
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| Signatures and Stationery ﬂ E
E-mail Signature | Personal Stationery I
Select signature to edit Choose default signature

| -~ E-mail account: IMicrosoFt Exchange

et messages: |4-Way Standard

Replies/forwards: I(none)

Ll L] e

-

Delete Iew Save | Rename |
S New Signature EHE
Edit signature

o Type a name for this signature:
Calibri {Body) - |14 v| it 1D g |HB_usiness Card

[ExarpLE] a2
Philippe Mandin, IT & Mar

S . -
7ASYA

! EQUIPMENT RENTALS
2430-24 Street, Edmonton, 2B TER 1X3
P: 780.464,4929

Wekh v, 4-way. com
Get the Job Done The Riaht Wav LI

Ok | Cancel |

Click “New” to create a new signature. Enter a name for it, then click “OK”.

Signatures and Stationery ﬂ E
E-mail Signature | Personal Stationery I
Select signature to edit Choose default signature

4-Wary Standard E-mail accaunt: |Microsoft Exchange -

et messages: |4-Way Standard -

Repliesiforwards:

-

Delete | [ew | Save | Rename |

Edit siﬁnature
Calibri (Body) - |11 v| B I U I Aukomatic vn’% =] %

THIS IS &N EXAMPLE SIGMATURE! o
- IT Manual Author -

| | Business Card

=]
[8]4 I Cancel |

Edit your signature to whatever you wish. You can copy-paste into the signature using Ctrl+C on
what you wish to copy and Ctrl+V to paste.

Under “New Emails”, select your signature from the drop-down menu. This will make that
signature the default for new email messages.

Click OK when you’re done.

14
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Adding a Printer
5 STEPS - 3 PAGES

STEP 1

B control Panel

= e - -
,31!‘.. Server Manager ' 2 (L) 5 - centrelpand - 2]
- Name = |~ Category |- B
n Command Prompt Control Pansl Home ‘f"‘a e ——
Classic View ! {= |. "li
—— Philppe Mandn ~
22 ticrosait Office word 2007 Add Hardware Administrative v
- Documents Tads
[ Mirosoft Office Outlook 2007 —_—
-- = -y
@ Internet Explocer
Hetwark Esseof  FlashPlayer Folder Options  Forts Indesing Install
Manager Aecess Center Options  Application ...

= ticrosoft Office Excel 2007

Guriee = 2 @ S D P 8§
¢ : ) 2 % 2 o &
| ~ Y

In!evnol ST Initiakor Java

""'J bR Help and Support Options Shaing C...
2% Cliant Rum... 3 .
pe e ® e s P ey
1 Windows Update Windows Security . k= : i
-l O0BCData  Offine Fles Personalza.. Phoneand Power Optionl  Printers Problem
Sources Modem ... f— P2 DOTS &,
t_@l Ease of Access Center
' ! A =
= S ® 1 = &
btart Search o] » pmgmns and nmmm Sound System  Testbarand  Testto  Liser Accounts
IL IQ @ LI—I Features  Language .. Start Mery Speech i

[Fstart | 5, W ix v @ | i~ Kespies - Micrasof JE'[ la o |::'j !
Open your Printers dialog by going Start > Control Panel and clicking “Printers”. It may be easier to
find the dialog if you enable “Classic View” (highlighted in blue here).

STEP2

E& Printers - [Ofx
e
‘@L)v |=!!: - Contral Panel = Frinters = m ISearch ¥l
Organize * i\-’wews - %Addaprinter g Server properties @
Favorite Links MName l 'I Bocumen!s = | Status |v| Comments |v| Liocatkion I‘I Model |v|
Eo ; |/ AccountingHR FAX on Ad1 | Bullip FOF Printer Il Egggg*‘ MIES{-T*‘ -
| ocuments %’ i} n w L=l an
B - - Printer not found E— 4
Pictures B “ . rinter nok round on sery... - eady
[ usic |~ Sharp M¢-2700 Celer
i}
» #
VER ’ Ready
Falders by
B Deskiop =
[E¥ Fhilppe Man
J Public

1M Computer

¥ Natwork

Control Pane
Administra
m AutaPlay
9 Blugtooth |
l@ Default Pro
@ Ease of Ac
A Fonts
5E Metwork al
g Personalize
3 Power Opk
.,:_.-!! Printers
Programs :
B4l System
‘% User Accol
& windaows v |

Click the “Add a printer” button in the toolbar.
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STEP3

é@v |,>l; Cortrol Panel ~ Printers

et m ISearch

Crganize = 57 Wiews v

Farvarite Links

Mame ~ |v| Docurnents |v| Stakus

% Add a printer g Server properties

|v| Comments |v| Location |v| IModel

E| Documents

+AccountingHP FAX on Adl

KOMICA MIMOLT,

&

7 Bullzio PDF Prinker

ry

=® Add Printer [X] AD1
E Pictures b .
E;h Musi O = Add Printer
usic =
More  » g
Select a printer
Folders v
Dieskbay - Sharp M-2700M Color Copier on Ad1 =
-H Bhil . M I— "ﬂ’ iad1iSharp ME-27000 Color Copier
| Philippe Maru
| Public if-il=room on Adl J
18 Computer i 2.1 Fileroom
B Network s Dell2330-Cathy on Adl
SR :! YiAd1\DelZ330-Cathy
1 Administra Orderdesk TOP tray on Adl
AutaPl "Z" Viad1hOrderdesk TOP tray _I
utoPlay -
g Bluetooth | :
@ Default Pre ] Search again
Ease of Ac
@ Font <) The printer that I want isn't listed
|4 Fonts
sr Metwork a
q Personaliz:
i Printers
Programs ¢
18| System
82, User Accar

2 windows L LI

The computer will automatically search for available printers. When you’ve found the one you want

to add, select it and press “Next”.

1 Prindnrs

e M P e ——————— e P e
:c\_,. e = Control Parel = Praters B T — G\ - 8 = CortrtPane = Prevers = m[—g
Orgarize = oWews v Sxaddapitm  J Server properties o Orgaem + Howes v S Addapriter  J Server properties (7]
. - e - - 4 ame = | 5 § - 3
Favorbe Links - F e Links
- ccourtiat Pt on Ad] Putog FOF Frinter @ . Kowca MiNoLTA u’w:«!-m . Accounting P £40%cn Adt Bl PLF Frinter & Fouci
x|
E rowes B rctures —
B s &4 = Add Printer B e A\ AddPrinter
tore 0 Horn
Select a prinker Type a printer name
Folders ~ Falders
M oeston A - Dedtop & FrotRCrine:
B Phicgs Harr - dows Printe [ ——
L Puiblc -y L bk beet FRRSIE VT (T TF LoRi 12
B Computer =" W Cannecting ta Fileram on Ad1 - rind vifdd
& Network - & stk
B Control Pane - H cortrel Pare
=] Admanistrs - ) Administra
3MW - gum
Blustooth | Bustooth |
@ Dot — © etk pr
g:::fk 2 The printer that 1 want isnt bsted Q?;ﬁk
ol .
S Hetwork s 55 Metwork &t
B Fersonakn W Personain: r L
Fower Cpt @ Pover Ot
=t | ol 2 oo |
[ Prograss 5 Programs |
B System 1B System
B, User fccod B, User oo
& windows L= | & windows L

Windows will automatically connect and enable the printer if the software is installed (and for your
Terminal Service, this should generally be the case). When it is complete, the box on the right will
appear, confirming success and asking if you’d like to make the new printer your default. Make

your selection and press “Next”.
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_STEPS

4 = x
@L_)v |.,;_.-a - Control Panel = Printers - m ISearch ¥e)
Organize - i Views = % Add a printer g Server properties .@.
Eavarite Links Mame =~ |v| Documents |v| Status |v| Comments |v| Lacation |v| Model |v|
;_AccountinoHP Fa¥ on Ad1 7 Bullzio PDF Prinker @), KOMICA MINOLTA

!E. Docurnents 22 Add Printer E A0

[E Pictures P
!B' Musi k) = Add Printer
usic &
Mare  »
You've successfully added Fileroom on Ad1
Falders v
B Deskiop I~
E FPhilippe Mari
, Public To see if the printer is working correctly, or to see troubleshooting information for the printer, print

o a test page.
78 Computer =

2 Metwark Print a kest page
Contral Pane

Adrministra
E] AutoPlay
@ Bluetooth |
l@ Default Pro
l@l Ease of Ac
4 Fonts

:‘: Mebwork a1
g Personaliz: -
§ Power Opt Cancel |
& Printers
Prograrms ¢
184 System
S& User fccol
2 windows L LI

This box is confirmation that the printer has been properly set up and activated for your use. You
have the option to print a test page from this window. This is generally recommended, to ensure it
has indeed properly installed the printer, though it’s not a necessity. Click Finish when you’re done!
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Printer Dialogs

GENERIC DIALOG + X “PROPERTIES” DIALOGS

GENERAL PRINTER DIALOG

" & PRINTER
Marne: T WADLKONICA MINOLTA CE525eriesPCL |
PRINTER SE LECT Status: Idle T PROPERTIES
Type: KONICA MINOLTA CES25eriesPCL —

Where:  3-rd Floor Main Building I Print ta file

Comment:

age TS —Lopie:
& gl Mumber of copies: |1 5‘
PAG E RANG E - Current page € Selection 1 1
€ Pages: I 1= 1= v Callate
S E LE CT Type page numbers andfor page
ranges separated by commas counting
from the start of the document or the
section, For example, type 1, 3, 5-12
or plsl, pls2, pls5—pds3 |
Print what: IDocument vl Lo
Print: IAII pages in range j Pages per shest: I1 page j
Scale o paper size: IND Scaling j
Options... OF I Cancel |

Printer Select — This section of the window provides the ability to select a printer to print to, as well
as information about that printer.
Page Range Select — This area allows you to select which pages of a document you want to print.
To print certain pages, select the “Pages:” option and enter which pages you wish to print in the
field.
Printer Properties — Shows advanced settings for that printer, depends on the printer’s driver
software.

— This area lets you choose how many copies of the document to print, as well as
choosing whether or not the printer will collate the document’s pages (1,2,3 1,2,3 is collated, 1,1
2,2 3,3 is non-collated.)

— This area lets you select how many pages of the document to print on a single sheet
of paper, as well as the scaling options (none, fit to page, certain zoom percentages)
*NOTE: Many printers’ advanced “Properties” dialogs will have duplicates of many of these
functions. Typically, changing these settings in either dialog will override the settings of the other.
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KONICA MINOLTA DEFAULT PROPERTIES

!;e 44 AD1YKONICA MINDLTA C5525eriesPCL Properties

£ MyTab | B asic I Layoutl Finizh | EoverModel Stamp.-"[lompositionl Qualityl Other |
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I™ Offset
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| E’:l Frint I Left Cormer j

Select Color
Uszer Settings... I Auto Color j

e
PR
5"

Frinter Yiew | Frinter Information | a Edit My Tab.. | Default |
QK I Cancel | Help |

1. Preview window — Shows a generic representation of the final printed document.

2. Orientation select — Tell the printer what orientation the document is in. Portrait is vertically-
oriented, Landscape is horizontal.

3. Paper Size Select — This lets you choose from a selection of common paper sizes for the original
document, and the size of the paper you’ll be printing to. Generally you want to leave this at
the default.

4. Output Method — Lets you choose how the printer will use the print file: Print, Secure Print,
Save in User Box, Save in User Box and Print, Proof Print, and ID & Print. These output types will
be described in more detail in the Konica Minolta Advanced Functions section of the manual.
For plain printing, leave this on “Print”.

5. Copies Select — Choose how many copies to make of the document. Offset is the opposite of
collated (1,1 2,2 3,3 as opposed to 1,2,3 1,2,3).

6. Print Type — Select 1-sided, 2-sided, or Booklet. Choose whether or not to staple the sheets
together, and where. Select greyscale, colour, or Auto Color to let the machine determine
which to use.
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General Troubleshooting
COMMON PROBLEMS

My computer won’t turn on/ my monitor appears broken!

The most common cause of this is a loose power cable somewhere in the mix. Make sure all the power
cords are secured and tight, and that your power bar/battery box (if you have one) is plugged into the
wall.

If everything appears to be properly connected and the computer/monitor still won’t turn on, unplug the
device for 30 seconds or so, then plug it back in. It is possible that the computer/monitor is *frozen’, and
disconnecting the power will allow it to reset itself.

If your monitor is on but isn’t displaying anything from the computer (light is on but the screen is black
or displaying an alert to check signal cable) make sure your computer’s display cord (the large blue
plug) is connected properly and securely.

I can’t open Sirius/Outlook/My email doesn’t show up in Outlook!

The most likely reason for this is that you are logged on to the computer, but not into the terminal.
Don’t forget that when you turn on the computer, you must log in with your network credentials, then
log in again to the terminal service via your Remote Desktop Connection.

If you’re sure you are in the terminal already but your email isn’t showing up, you might be using the
wrong version of Outlook (2003). Close the window, and open Outlook 2010 (Start > All Programs >
Microsoft Office > Microsoft Office Outlook 2010).

Ilogged in, but my computer isn’t loading up/ stuck on “Welcome” screen/ blank screen
with small window in top right corner talking about “personal settings”

When you log into a new computer for the first time (a computer you haven’t logged onto since before
the network switch), you’ll need to wait a few minutes for the computer to download your profile and
settings from the domain server. Just be patient, it will appear.

However, if it doesn’t show up within 5-10 minutes, it may be frozen, and you should get one of our IT
staff to come take a look at it.
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