Access the HQFMSP Appendix Database via VPN.
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PROPERTY OF THE UNITED STATES GOVERNMENT
UNAUTHORIZED ACCESS PROHIBITED

This is a Federal computer system and is the property of the United States
Government. It is for authorized use only. Users (authorized or unauthorized)
have no explicit or ﬂ'nphclt expectation of privacy. Any or all uses of this system
and all files on this system may be intercepted, monitored, recorded, copied,
audited, inspected, and disclosed to authorized site, Department of Energy, and
law enforcement personnel, as well as authorized officials of other agencies, both
domestic and foreign. By using this system, the user consents to such intercep-
tion, monitoring, recording, copying, auditing, inspection, and disclosure at the
discretion of authorized site or Department of Energy personnel. Unauthorized or
improper use of this system may result in administrative disciplinary action and/or
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Enter you VPN UN number and Pin + Token Number
This will get you through the DOE Firewall.

Windows Internet Explorer,
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Department of Energy WebVPN Services

[DOE COE App
= Qutlook Web Access
= Citrix Workplace
; = CIO Operations You are now connected to the DOE HQ LAN. Please use the navigation panel on the left to select and access
E = DOE Cyber Security Portal your desired application remotely. VWwhen you are finished working, please remember to disconnect from the
g
system by dosing your browser windows, or by right clicking (the green icon in the navigation toolbar
i ® SC Outlook Web Access which is located at the top right hand corner of your desktop). You may return to this page at any time by clicking
! = mﬁ the Home button on the navigational toolbar. If you would like to change your ATR&T password then please
Sharepoint Portal
i = Office of Scienca FAS cick here.
This is a Federal Government: System hosted by the U.S. Department of Energy. All attempts to access this system

Lotus Motes 1 are logged and unauthorized users wil be prosecuted. Log off immediately if you do not agree to these terms.

= Lotus Motes2
For guestions or comments regarding all Remote Access Services please contact the CSC Helpdesk by phone at
301-803-2500.

U.S. Department of Energy
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Select Citrix Workplace, second on the list at the left.




= AHE Remote Workplace Login - Windows Internet Explorer FEX
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Please log in

To log in to the AHE Remote Workplace, enter your User ID and Password, and then click
Log In.

If you do not know your login information, please contact the CSC Helpdesk at 301-903-
2500.

MetaFrame XP Message Center

This system is for authorized users only.

If your machine does not have the Citrix client, please click the link below and select
"Open" at the download prompt.

Click here for the Client
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Enter your DOE Logon ID and Password.
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(= AHE Remote Workplace Login - Windows Internet Explorer
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Please log in

To log in to the AHE Remote Workplace, enter your User ID and Password, and then click
Log In.

If you do not know your login information, please contact the CSC Helpdesk at 201-903-
2500.

MetaFrame XP Message Center

This system is for authorized users only.

A your machine does not have the Citrix client, please click the link below and select
"Open” at the download prompt.

&€ Click here for the Client
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If you are using Dial-Up MAKE SURE you select Dial-Up in the last drop down box.




taFrame XP - Windows Internet Explorer
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MetaFrame XP Applications

Welcome to your personalized view of MetaFrame XP applications. The
Applications box contains icons for the applications that you can use. Click an
icon to launch an application. Click Refresh to view the latest applications.
Click Settings to change your settings. Click a folder icon to display its
contents. If you have problems using an application, please contact your help
desk or system administrator for more information.

MetaFi e XP Message Center

This system is for authorized users only.

&If your machine does not have the Citrix client, please click the link below
and select "Open" at the download prompt.

&9 Click here for the Client
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Select Desktop with Office 2003.
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You will get several messages that the Citrix MetaFrame is installing or check access.



H Client File Security

A zerver application iz tiving to access your local
client files.

YWhat access should be allowed?
+ MNoAccess

" Read Access
O Full ccess

Do you want to be asked again’
f+ Always azk me

" MWewver azk me again for thizs site

" MWever azk me again

o ]

Select Full Access and click OK.

How to put the Appendix Database Icon on your desktop
1. Minimize all open applications on your desktop, so you can see you’re desktop.
2. Left Click on “Start” at Lower left hand corner of the window’s screen.

3. Left Click on “My Computer” NOTE: make sure you can see part of your
desktop.

4. Left Click on the word “Folders” on the Tool Bar at the top of the My Computer
screen. On the left panel will be a list of all your drives.

5. Left Click on the + sign for your “P” drive. It should start with “Spon ....... ”
A list of folders will expand on the left panel.

6. Scroll down to the folder “Appendix Database”.
7. Left Click on the word “Appendix Database”.

On the right panel you will see the shortcut called “Appendix”. The shortcut will
have an Icon with a small arrow in the lower left hand corner.



Place your mouse pointer on the word “Appendix” and with the right mouse
button click and select the word “Copy”, move your mouse pointer to your
desktop and with the right mouse button click and select the word “Paste”, the

shortcut will be copied to your desktop.
How to Access the Appendix Database from Desktop Icon

With the left mouse button Double Click on the Appendix icon

Mame:

wrighitl

Password:

| iZancel

At the logon screen put in user name and leave the password blank

If you get this message select NO to continue.

Microsoft Office Access E

.-fj Security Warning: Unsafe expressions are not blocked.

Do yiou wank to block unsafe expressionsy




When you get this message click OPEN.

Security Warning m

Cpening "Fappendix DatabaselAppendixapp, mdb"

This file may nok be safe if it conkains code that was intended ko harm your
carmpuker,
Do you wank ko open this file or cancel the aperationy?

More Info

3. You will get a message you need to change your password click OK
4. At the change password screen leave old password blank
NOTE:

If you enter the Access database for the first time your password will be BLANK
(no characters). When you are asked to change you password make sure your
OLD PASSWORD is BLANK.

5. Click on the new password field and enter new password tab and enter the
password a second time Hit enter.

6. You will get a message successfully changed password
Next time you logon to the system you will use that password.

Go to the HQFMSP Appendix Database User Manual for
Instructions on how to use the Database.



