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Connecting to the Remote Desktop

What is a Remote Desktop session?

Connecting to a University of Greenwich Remote Desktop allows you to work
securely on documents and files held on the University’s servers from home or
anywhere with an internet connection (including on campus).

A Remote Desktop session involves logging in to avirtual desktop on the remote
server and using software available on that server. Thiswill be displayed in awindow
on your home computer which has its own start menu and other features of a normal
desktop. You will have your G: drive and any shared areas that are connected at login
from your workplace computer. Y ou can open and save files from these drives as you
would at work.

The software available on the Remote Desktop includes Microsoft Office 2007,
Outlook and applications including Banner and PASW. Y ou will not have aNAL
window for launching programs available on campus computers.

Please pay particular attention to the Logging out instructions.

Be sure to save files regularly to keep changesin case of losing your connection.

The Remote Desktop Connection

The computer you use to connect must have the Remote Desktop Connection client
installed. It can be found in the start menu by clicking

Start — Programs — Accessories — Remote Desktop Connection
Or, on some versions....

Start — Programs — Accessories — Communications — Remote Desktop
Connection.

If the Remote Desktop Connection software is not in the start menu, it can be
downloaded from the Microsoft website. This Microsoft web page is headed
“Windows XP Remote Desktop Connection” however; it can be used with Windows
2000, Windows 95, Windows 98, Windows ME, Windows NT, Windows Server 2003
and Windows X P opereating systems.
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http://www.microsoft.com/downloads/details.aspx?FamilyID=80111f21-d48d-426e-96c2-08aa2bd23a49&displaylang=en

Setting connection options

Once you install and launch the Remote Desktop Client you will see the following
screen:

#3 Remote Desktop Connection

¢ Remote Desktop
": Connection

Cormputer: | rd2007 . are.ac. Lk b |

[ Eu:ugneu:t ” Cancel H Help ][thiu:uns rr

Type rd2007.gre.ac.uk in the Computer box.

Important: - Before clicking Connect, click on the Options button to modify the
connection settings. These settings can be saved for future sessions. You will only
need to follow these instructions the first time you connect.

Under "Options' Click on the "Display"” tab. Y ou will see the following screen.

BE]

) Remote Desktop Connection

General | Display | Local Resources || Frograms || E:-:perienu:e!

Remote desklop zize

- Chooze the gize of your remote desktop. Drag the zlider all the
way ko the right to go fullzcreen.

Lesz v J kore
Full Screen
~ Colors
' High Color (16 bi) v

Maote: Settingz on the remaote computer might overnde this zetting.

Dizplay the connection bar when in full zcreen mode

Connect ” Cancel H Help ] [ Optiong <<
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Set Colorsto at least 16 bit; if you set thistoo low the Screen colours will not be
correct.

Click on the Local Resources tab.

What you see now will depend on the version of the Remote Desktop Connection that
you are using

If your screen looks like the one below, then proceed to instruction set A.

Image A (you have an "Advanced” tab.)

T_.'l Remote Deskiop Connection

Remote Desktop
Connection

General | Display | Local Resources | Programs | Experisnce | Advanced |

Rermote computer sound
| Ering to thiz computer w |
)

Kevboard

Apply Windows key combinations
[for example ALT+TAR]

= T

| Ir full goreen mode only b

Local devices and rezources
Select the devices and rezources you want bo uze in your

d" remote SEssiamn;
Printers Clipboard

Mare. .

E Engnect J[ Cancel H Help ][thiu:uns e
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http://www.gre.ac.uk/offices/ils/ict/guides/nw/terminalserver/configa

Otherwise, if your screen looks like the one below, then proceed to instruction set B.

Image B (you do not have an "Advanced" tab.)

note Desktop
nnection

| General || Displa_l,l| Local Resources |F'n:ugrams || E:-:perience!

Femote computer sound -

-
E@E | Bring to this comprker V|
i

-~ Feyboard

Apply WwWindows key combinations
[far example ALT+TAR]

| I full zcreen mode only |V|

Local devices
Connect automatically to these local devices when logged on

bor the remate comouter:
Diigk. drives
Prirters
[ ] 5erial ports

[ Connect ][ Cancel ” Help ] [ O ptions << ]
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http://www.gre.ac.uk/offices/ils/ict/guides/nw/terminalserver/configb

Instruction set A

#3 Remote Desktop Connection ;4] Tick the“Printers’ box to print at
home.
¢ Remote Desktop
<__] Connection
-I -
General | Display | Local Resources |Programs | Experience | Advanced |
FRemate computer zound
E . | Bring to this computer w |
Kephoard _ N Tick the “Clipboard” box to copy
T and paste between your home
I full sereer mode arly 3 computer and the Remote Desktop.
Local devices and resources
Select the devices and resounces you want to use in your
J remote session:
Printers Clipboard
Click the “More” button to get the
next screen.
[ Conmect | [ Cancel ] [ Help ] [ Optiong <« ]

t! Remote Desktop Connection

Remote Desktop

Connection
Local devicesand ESOUICES
Choose the devices and rezources on thiz computer that you want to
e in pour remoke session,
Smart cards
[ 5erial ports
= : | The drive letters here are on
C your home computer (including
b: UuSB
s 3 sticks). When ticked
&N memory stic s)._ en ticked,
(7] 0: files can be copied between
an - these and the drivesin the
which Plug and Play devices can | uge in my remote session? RernOte DeSktOp session.
ak. ] [ Cancel ]
Click “OK”

Click on the “Experience” tab.
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Remote Desktop
Connection

| General | Display | Local Resources | F'rogramsl Expenence | Advanced
Performance Set the connection Speed If you
. Chooze your connection speed to optimize performance. ha\/e a d| al -up (not broajband)
- connection - set it to 56 Kbps.

Broadband (128 Kbps - 1.5 Mbps)
L&k [10 Mbpz or higher)
Cuztom

[ Desktop composition

Show caontents of window while dragging
[ Menu and window animation

Themes

[]Bitmap caching

Reconnect if connection iz dropped

[ Connect H Cancel ” Help ” Optiong <<

Click on the “Advanced” tab.

4% Remote Desktop Connection

Remote Desktop
Connection

| General | Display | Local Resources | Frograms | Experience | Advanced |_

Server authentication

Authentication verifies that pou are connecting to the cormect
remote computer. Help me choose an authentication

option.

arabisbn A The Authentication option must
|.~’-‘-.Iwa_l,Js connect, even if authentication fails Vl be <=t to “AlwayS connect. even
Authentication might require you ta type a full computer name if authentication fails”.

on the General tab.

Example: computer.example.com

Connect from arpwhere

f’]q Configure Terminal Services Gateway zettings to connect to
HA,  remote computers behind firewals.

Settings...

| Copnect |l Cloze l l Help l [ Optiong <<

Click on the “General” tab.
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%% Remote Desktop Connection

[ Remote Desktop
<4__] Connection

General |-[SISD_|E_U|| Local Resources | Programs | Experience | Advanced |

Logon zettings

DA;,&I Enter the name of the remote computer.
L

LComputer; ‘ 2007 .gre.ac.uk, b

Username:  [none]

“You will be asked for credentials when you connect.

Click “Save’ to use these settings next time

Connection settings

] g:::dltzﬁ:égmrfonnection seftings to an RDP file or open a you Conn&t.
[ Save ] [ Sawe As... ] [ Open.. ]
[ Connect ] [ Cancel ] [ Help ] L DOptions << w|

Click “Connect” to get to the next stage.

The“User name” field must have avalue,
Remote Desktop Connection but it is not used by our servers. A
password is not needed here.

Enter your credentials For mets, These credentials will be used
when you connect to the remoke computer,

User name: | € anvthing - |

Password: | |

[ ]remember my password

I [o] 9 l [ Cancel

Click on “OK”

You will be able to print to your home printer |F your printer type has been installed
on the server. Contact the HelpDesk if your printer is not available.

Proceed to the “L ogging in and out” section of this document.
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Instruction set B

Eanﬂal_l%d Lacal Resouices Frogiams | Experence.
~ Remote compiber saund

fQ[E |Ering ba this compuier i]

~ Feyboard
et BpplyWindovs key combinstions
SRl everple ALT-TAE)

| In Tl scrzen mods anly ~]

- Local devices
=2 Connecl automatically bo tess local davicas when boged on
ﬁ b thee rermote compoubes:

sk Ause
Frirters
[[] Sesial pants.

i Carnect ” Cancal H Help Hﬂpti:m-«l_

| Ganaral | Diaﬂq,tl. Lﬂcalﬂma‘cuh ngmi Expenence
~Petfommance-
[ Chopse pour cornection spaed o opimize pafomance.

= M

Aoy the lalowang;

[ Desktop backoround

[#] Shows caoritents of window while draging
Menu and vwindow animation

[#] Themes

(¥ Bitrnap caching

{BE )

| Coreect || Cancal || Helo Hlflpl:i:m-«l_
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Ensure the “Disk drives’ and
“Printers’ options are ticked.

Set the connection speed. If you
have a dial-up (not broadband)
connection - set it to 56 Kbps.



Click on the “General” tab.

% Remote Desktop Connection

Lagon settings

Tupe the name of the camputer, or choose a computer from

the drop-down list,

Computer: | 1d2007. are.ac.uk, ! :I

User name: | ‘ Click “Save As’ to save your setting

SERinS for future use. When you are ready
click on “Connect”.

Domain:

[ Save my pazsward

Connection settings
D Save cunent settings, or opeh zaved connection.

[ Save bz ] [ Open... l

I Connect ][ Cancel H Help ] [ Options << ]

You will be able to print to your home printer |F your printer type has been installed
on the server. Contact the HelpDesk if your printer is not available.

Proceed to the “L ogging in and out” section of this document.
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L ogging in and out

Once you have configured the Remote Desktop Connection under options, click the
Connect button.

Login by entering your username and password in the dialog box as illustrated below.

Important: - DO NOT tick Remember my password for security reasons.

Remote Deskiop Connection

.F%Q:%

Enter your credentials for rd2007.gre. ac,uk, These
credentials will be used when wou connect to the remote

compuker,
User name: |ﬁ puk your username here V| lano
Passward! | T |

[ ]Remember my password

L Ok ][ Cancel ]

If you have an older version of the Remote Desktop Client or if password is
incorrectly entered, you will be presented with the Novell login screen (below).

Haovells Client™ for Windows® Iil

Mesrawer |
Pawwt [

T “whoaishoton ook

Login as you usually would (do not check the Workstation only box).
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Y ou are now able to access the system.

Important - Do not save files on the C: drive of the Remote Desktop as you may lose
them. Save your files on the G: drive or shared areas accessed through the Remote
Desktop session. You can aso savefilesto aUSB stick or any other drive on your

local computer.

L ogging out

When you have finished using the Remote Desktop connection it isvital that you log
out correctly. Make sure you log out via the Remote Desktop “ Start” menu. See the

illustration below:

Progranms
Drocuments
Settings

Search

Help and Suppork

Fun...

: Log Off Fk16. ..

1.
g ;:
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Changing Your Password

To open the "Change Password" box press the Cirl Alt and End keys at the same time
whilst viewing the main desktop.

Movell Security

Novells Client™ for Windows*

— Maovell Lagin Information

39 iz logged into MDS Tree UK-AC-GRE
gz CM=cc33.0U=5taff OU=0thers OU=GM.0=qre

Login Date: 3040772010 15:34:51

Windows Login Information

39 iz logged into MET-P2-1

|Jze the T azk List to cloze an application that iz not regponding.

Logout... | [Mizcannect |

LChange Pazzword... Task List... | Cancel |

Click "Change Password" to reset your password to another value.
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Accessing Microsoft Office Programs

Office 2007 programs are accessed through a menu item asillustrated below. This
menu group will not appear until the login process has fully completed (around 30
seconds after logging in).

Accessibility Wizard

. Idl' Microsoft Office Access 2007
1% Microsoft Office Excel 2007
Microsoft Office Outlook |2 Microsaft Office InfoPath 2007
b Microsaft Office Onehlote 2007

Programs 4 'l_gll Microsoft Office PowerPoint 2007

E Microsoft Office PowerPoint Yiewer 2007
=l Microsoft OFfice Project 2007
v [Z5) Microsoft Office Publisher 2007
@ Microsoft Office SharePoint Designer 2007
Search * [ Microsoft Office Word 2007

Documents

Settings

Help and Support

Windows Server 2003 Enterprise Edition

A menu item unique to a Remote Desktop session is “ Save Office Settings’. Clicking
on thiswill save changes made to settings in al Office programs, including Outlook.
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Configuring Outlook on the Remote Desktop

Y our email account details need to be entered when Outlook isfirst opened from the
start menu or taskbar in a Remote Desktop connection. Any subsequent sessions
should not require any configuration.

Confirm Application Distribution

Install application Cutlooks

If wou answer no, the application will nok be run,

Descripkion:

Please make sure vou have read the setup instruckions for Cutlook, ;I
before proceeding.

Take special care MOT to enter wour pasword in the Firsk screen
which asks for your name and E-Mail Address,

After clicking Yesto Confirm Application Distribution follow the instructions below
carefully. They indicate the details to be entered as well as those to be omitted. Unless
otherwise shown, accept the default settings.

The configuration screen below will appear when Outlook is opened
for the first time. Click Next to begin the process.

Configuring Outlook

Migrating Account Settings

Migrating Preferences

Importing User Daka

Qutlook 2007 Startup

Welcome to the Outlook 2007 Startup Wizard, which will quide vou through the
pracess of configuring Qutlook 2007,

o
e

Cancel
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Leave the Yes button ticked and click Next

Account Configuration

E-mail Accounts

%ou can configure Outlook ko connect to Internet E-mail, Microsoft Exchange, or
other E-mail server. Would you like to configure an E-mail account?

= Back I [Mexk = I Cancel

Enter your name and email address (not your username)

Do not enter your password at this stage and do not tick the box to Manually configure.

Add New E-mail Account | x|

Auto Account Setup
Clicking Mesxt will contack vour e-mail server and configure wour Inkernet service provider or Microsoft
Exchange server account settings,

Your Name: IChris Cluney

Example: Barbara Sankowvic

E-mail Address: Ic.cluney@gre.ac.uk]

Example: barbara@contoso,.com

Password: I

Retype Password: I

Type the password waour Internet service provider has given you,

[~ Manually configure server settings or additional server kypes

< Back. I Mexk = I Cancel |

Click Next when configuring e-mail server settings completes
(the Next button will be greyed out until then)
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Enter your username preceded by staff\ in the User name

Connect ko me-sta-excal.staff.gre-ad.gre.ac.uk B E3

Connecting ko autadiscover.gre.ac, uk,

Uset narme: I € stafficcog j

Fassword: |unuu-|

[T Remember my password

K, I Zancel

Add New E-mail Account

Online search for your server settings...

Configuring

Configuring e-mail server settings. This might take several minutes:
«  Establish netwark conmection
b Search for c.cluney@gre.ac.uk server settings

Log on ko server

<§ack [ext = Cancel
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Do not tick the box Manually configure server settings.

Add Mew E-mail Account E3 |

Online search for your server settings...

Configuring

Configuring e-mail server settings, This might take several minutes:

"  Establish nebwork connection
- Search for c.cluney@gre.ac.uk server settings
‘/ Log on ko serwver

%

“our e-mail account is successFully configured to use Microsoft Exchange.

[~ mManually configure server settings

=gack | Finish Cancel

Click Finish when the button is available

Outlook will now open

After completing the setup of Microsoft Outlook you will be able to access your
University of Greenwich email account.

Should you have questions regarding the process of connecting to the Remote
Desktop service or using the available applications please contact the ILS Help Desk
on Ext: 7555 hel pdesk@greenwich.ac.uk.
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