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Q =Shortcut 0=Advice 9 =Caution
Virtual Workspace (Figure 1) is Towson University's new web -based remote

access product that allows TU users to remotely access several software

programs from virtually any computer anywhere with an Internet connection Accessing the Virtual
and a browser. Workspace Website
You can access Virtual Workspace by going to: Logging on _to get
http://virtualworkspace.towson.edu or http://vw.towson.edu Outiook Mail

The Towson Desktop
Getting to Your Files

Web Browser Recommendations from My Computer

1 For Windows Users: Internet Explorer 6.0 or higher. Transferring Files

Saving, Closing and
1 For Mac Users: Firefox 1.5.0.7 or higher (Note: Safari will not work) Logging Off

Firefox is available for download at: http://www.firefox.com/

Downloading the Software

When accessing the Virtual Workspace website, the first screen you will see is the Log In screen. If
the web site is unable to detect the client on your computer, you will see a notification in the

Message Center (the lower part of the Virtual Workspace Log In screen). If this is the case, click the
Click here to obtain the client software (Figure 1, 1) link and follow the instructions that are
provided.

Note: You will need Administrative rights to install software on your work computer. Please call the
Help Center at 410 -704 -5151 to get temporary admin rights if installing software on a TU machine.

Note: Mac Users will be directed to the Citrix Downloads web site. From there, select Citrix
XenApp from the product drop down, click Mac Clients , and click Download next to version that
corresponds to your Mac operating system (OS X or PowerPC).

@S

Once the browser component is installed, you will need to Log In by typing your TowsonU
Username and Password (Figure 1, 2).

Some browsers may require you to close out of the browser and then re -open it and *‘ .
navigate back to  http://virtualworkspace.towson.edu f
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Figure 1

™ TOWSON UNIVERSITY

Virtual Workspace

Towsonl Username:

welcome to Towson's Virtual Workspace! This service will allow wou to easily access many of the campus applications and netwaork files from
|| anywhere on the Internet by just your web browser!

Towsonl Password: Waoh Browser Requirements: Internet Explorer 6.0 or higher (for Windows) ar Mozilla Firefox 1.5 ar higher (for Mac}.

to the Wirtual Workspace, enter your TowsonU username and password in the boxes to the left, and then click the Log In button. If
Advanced Options >3 e difficulty logging in, please contact the OTS Help Center at (410) 704-5151. The Help Center's hours of operation are Monday
h Friday S8am-Spm.

Self-Help Documents: Frequently Asked Questions (FAQs) and Access Your Files/Mail from anywhere
Online Movie Tutorial: virtual Warkspace Overview
Easier password resets, and a more secure account: Set your security question now!

Message Center

The Message Center displays any information or error messages that may occur,

& we are unable to detect the appropriate client software on your computer to allow you to launch your applications.

Click here to ohtain the client software

————\

Notice: Unauthorized access to this computer is in violation of Article 27 Sections 454 and 146 of the Annotated Code of Maryland, Towsan University may monitor use of this system a5 permited by state and federal law, including the Electronic
Communications Privacy Act, 18 ULS.C. sections 2510 et seq, Unautharized or improper use of this system may result in administrative disciplinary action and civil and criminal penalties, By continuing to use this system you indicate your
swareness of and conzentto these terms and conditions of use,
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Use Outlook via the Virtual Workspace the same as you would if you were in your office.

1. Double -click onthe Microsoft Outlook 2007 icon to open your Outlook e -mail (Figure 2, 1).

Figure 2
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Virtual Workspace

[Faculty/Staff] Click the Towson Desktop icon if you want to work on multiple applications at the same time. Otherwise,
choose the application that you would like to use.

If you have problems using an application, please contact the OTS Help Center at (410) 704-5151.

Microsoft Microsoft Microsoft ™
Office 2003 Excel 2007 Outlook uments: Frequently Asked Questions (FAQs) and Access Your Files and Mail from Anywhere
2007 Tutorial: Virtual Workspace Overview

£

Message Center

Microsoft Microsoft Remote “j There are no existing applications available for reconnection.
PowerPoint Word 2007 Desktop
2007
| spes |
SPSS 15 Towson
Desktop
Reconnect ] [ Disconnect ] [ Log Off ]
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2. If you are prompted by the Client File Security dialog box for the type of access you want,
choose Full Access (Figure 3, 1) to be able to see your local drives. The safest answer to the

question, Do you want to be asked again? , IS Always ask me (Figure 3, 2), but you can also
choose Never ask me again (Figure 3, 3).

Figure 3
HCIienl File Security %]

CITRIX

A server application iz tiying to access your local
client files.

—what access should be allowed?
Mo Access

" Bead Access 7 N
« ' ‘\)

Do you want to be asked again?
& Always ask me ’
" Mever ask me again for this s

" Newer ask me again

The Applications page gives you quick access to Excel, Outlook, PowerPoint, Word and the Towson
Desktop (Figure 4).

From the Towson Desktop you can access more programs by using the Start menu. The programs
include Microsoft Office 2007, including SharePoint Designer and Publisher, but also Internet Explorer
7, Adobe Reader 9, Secure Shell Client, PowerTerm Telnet Client, and AutoDesk DWG Reader.

Figure 4
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Applications r"-? H‘ ﬁ L ) Virtual Workspace
& vop @ up [Faculty/Staff] Click the Towson Desktop icon if you want to work on multiple applications at the same time. Otherwise,
choose the application that you would like to use.
—a -l i
L_._J IE {LQJ If you have problems using an application, please contact the OTS Help Center at (410) 704-5151.
Microsoft Microsoft Microsoft
Office 2003 Excel 2007 Outlook Self-Help Documents: Frequently Asked Questions (FAQs) and Access Your Files and Mail from Anywhere
2007 Online Movie Tuterial: Virtual Workspace QOverview
& Message Center
Microsoft Microsoft Remote d There are no existing applications available for reconnection.
PowerPoint Word 2007 Desktop
2007
| spss | h_: ——
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Desktop
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Getting to Your Files From My Computer

If you only want to see your H: and O: drives, you can work from the Towson Desktop within Virtual
Workspace.

1.

On the Applications page, double -Click the Towson Desktop icon (Figure 4, 1). The Towson
Desktop displays (Figure 5)

If prompted by a  Client File Security dialog box, select  Full Access and Always ask me
(Figure 3).

Within the Towson Desktop, double -clickthe My Computer  (Figure 5, 1) to display your local
and TU network drives. Use the H: and O: drives as you would in the office to get to, open, print

and work on your files (Figure 6). You can also use the Start menu to open other programs
(Figure 5, 2).

Figure 5
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Figure 6




