ASﬁRUg Citrix: Accessing Your Files

HEALTH

1. On the Aspirus microsite “Welcome” page under “Applications & Systems” click on
“Citrix”.

ASPIRUS
WELCOME ABOUT ASPIRUS HR & BENEFITS TIMELINE JOB AIDS & TRAINING Q&A

1IQ! Together, for the Best in Rural Health.

Daily COVID Self-Attestation
Together > Welcome

as
Applications &
Welcome Sy etoms
Information on how to access
Aspirus Health eagerly awaits final approval for the agreement that would see seven Ascension hospitals, 19

the applications and systems
below will be provided by
Aspirus.

physician clinics, and air and ground medical transport services in north and central Wisconsin join our syste.

Inspiration for Coming Together Gitrix

Gateway into the Aspirus
°
lHl. @ o2 network for access to

internal systems and
Strong local health

We are mission-driven to provide  Together, we can provide access to

Fiwp iy ¥4 information
to thriving rural communities. consistent,
unparalleled care to rural integratad and excellént care to
itie iti region.
Global Human Resources
.. " (GHR)

Joining Aspirus Aspirus HR portal for benefit

Joining the Aspirus system will be a big change for more than 2,000 impacted employees and clinicians, but one enrollment, employee
information and more.

that should be viewed with great excitement. Aspirus has a strong reputation for clinical quality and service, and

while it's trie that Aspirys provides high lity care it'sour pegple that set usapart

2. Login using your network username and password.

NetScaler AAA

£ imprivata
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3. Select “Apps” and then “All Apps”.

@JASPIRUS
(A Home
| Apps
B3 Avs v Recents  Favorites View all soplicatons
Favoites
AllApps I e
| Microsoft
[] Desktops > Edge
] Fites
Desktops

Recents  Favorites View all desktops

Files

cifrix t] @

4. Select “Tablacus Explorer”.

@7 ASPIRUS

@ Home
— ’ - - = =} =} &
¢ \
— &
Foveres Empl Epic Read. Epic Read! i
mployee pic Read- pic Read- Internet
Ee s Epic Central Epic Eastern o omanes. Halogen Healthstream Infor GHR e
All Apps
] Deskeops >
) Bz =~
O e =2 = ) ©
Microsoft oLorsT oLoTsT Openoffice Openoffice Openofice
L [Sacs LRl Edge Central Eastern Calc Impress Writer

o 04 - - &

& (]

Outlook on Outlook On Playground Playground Remote
thateb Thevieh: Cantral Erttom POC Central POC Eastern PolicyStat SmtACE Service Now

@ ‘'@ ‘0 ‘o

Teblactis TST Central TST Eastern WebEx b
Explorer Teams

s ®
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5. Find your personal files in the “O-Drive” and shared files in the “Y-Drive” tab and then
go to 'Y:\Ascension\Google Shares Migration' folder.

data (\\datastore\data) (¥:) - Tablacus Explorer = O *

Jo0022 fdatastorethome) [0:] data [datastoreldata) [v7)

Name Date modified Type Size @
- - O1G-5AM Exclusion Reports (do not delete) 12/23/2020 1:39 PM  File folder
3M APC Grouper 01/16/2015 219 PM  File folder
340b Steering Committee 07/15/2021 1217 ... File folder
AACH 04/14/2018 210 PM  File folder
AB| Maintenance 06/27/2019 2:28 PM  File folder
About Health - Orthopedics 02/11/2021 €55 PM  File folder
AboutHealth 551 Prevention Collaborative 06/18/2021 914 AM  File folder
Academic Affiliation Agreements 01/09/2021 7:53 AM  File folder
ACCHIM 08/19/2017 8:33 AM  File folder
Access Aspirus System 01/14/202011:06...  File folder
ALl - Everyone 07/26/2021 10:09 ...  File folder
ACI Administration-Patient Experience-5ervi...  06/24/2021 2:28 PM  File folder
ALl Compensation 10/03/2019 3:06 PM  File folder
ACl Innovations Team 03/10/2016 8:45 AM  File folder
ACl Medford 06/25/201911:32...  File folder
AC] Mystery Patient Program 01/18/2016 12:30...  File folder
ACI Provider Comp and Benefits Advisory 5. 12/03/2018 3:42 PM  File folder
ALl Quality Improvement 0717/2021 2252 PM File folder
ACI Quality Pyrarnid 08-09 01/18/2012 219 PM  File folder
AC| Signed Provider Agreements 07/26/2021 6:01 AM  File folder
AL Super Users 02/14/201371:26....  File folder
ACI'WHIO Reports 00/08/2015 3:27 PM  File folder
AC|_Receiving 04/08/2013 70:09 ... File folder
ACI-HR 10/06/2016 11:27 ... File folder
ACl-Oncology 08/23/201611:20...  File folder
ACl-Remittance 10/23/2012 712 AM  File folder
ACIROI 01/18/2012 2228 PM  File folder
ACU 07/06/2021 240 AM  File folder
ACU Blood 01/18/2012 230 PM  File folder
Acute OT Calendar 07/26/2021 1:12 ... File folder
ACVA Tracking 08/02/2012 559 PM  File folder
Adam 01/18/2012 2230 PM  File folder
Adams Clinic 04/10/2020 1:56 PM  File folder
ADC 04/24/2018 310 PM  File folder
ADMIN 06/29/2021 8:39 AM  File folder
ADS D6/10/2021 412 PM  File folder
ADT 01/18/2012 309 PM  File folder
adult nurse triage 01/18/2012 3:09 PM  File folder
adv imaging guidelines 06/29/202111:34 ... File folder
AEAS 05/17/2021 54 AM  File folder
AFC 01/18/2012 3:32 PM_ File folder i
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6. The first time you open a Microsoft Word, Excel, or PowerPoint file you will be asked to
sign-in to your Microsoft Account.

B® Microsoft

Sign in to set up Office

B, 3 Y

Use your regular email Get free cloud storage Use your account ta install
address Office on other devices

Sign in with your work, school, or personal Microsoft account

| have a product key
What is 8 Microsoft account?

7. Enter your Aspirus email address and click “Next”.

an Microsoft

Activate Office

F_mal'l. phone, or Skype

Mo account? Create onel

MNext
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8. Enter your network password and click “Sign in”.

o= Microsoft

< jonah.glodowski@aspirus.org

Enter password

Password

Fargot my password

Sign in with another account

9. If you would like to upload a local file from your device to the Aspirus Y-Drive open
Microsoft Word, Excel, or PowerPoint in Citrix All Apps.

'ASPIRUS'
() Home
Apps
I Apps v
Edvon e Favorites
All Apps — F Fo o I ED ED
‘ - - I - N - - I - B
A\ =g i
[ Desktops > Epic
Acrobat Aspirus Calculator Classroom 1- Classroom 1- Classroom 2- Classroom 2- Classroom 3- Classroom 3-
= Fi Reader DC Safety Zone Central Eastern Central Eastern Central Eastern
1
Y i 2 3 ) )
O e 5= 2 @ oo e oD e
Employee Epic Read- Epic Read- Internet
Directory Epic Central Epic Eastern Only Central Only Eastern Halogen Healthstream Infor GHR Explorer
S © @ e lE $ =2 @
Intranet Kronos. Kronos Web Microsoft Microsoft Microsoft Microsoft OLDTST OoLDTST
App Edge Excel PowerPoint Word Central Eastern
E B B = R B 6B 28 =
Cl rrlX OpenOffice OpenOffice OpenOffice Outlook on Outlook On Playground Playground @
L b . . - . POC Central POC Eastern -
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10. Once in the application select "Open” > “Browse”.

e @ 7 - 5 %
Open

’ (D Recem £ Search
D Folders
RQ Shared with Me =
B  Name Date modified
Aspirus Inc
Pinned
a OneDrive - Aspirus Inc Pin files you want to easily find later. Click the pin icon that appears when you hover over a file.
SasheMenge@aspirus.org
Older

Sites - Aspirus Inc

ek e s n . Timecard - Salaried Employee Holiday PTO Credit

6/29/2021709 AM
httpsy/inspire.chchealth.net » sites » AspirusHR » Timekeeping » Timekeeping D.

Other locations.

[ misec
2 iapac
= Browse

Timecard - Review Punches o T A
hitpsy//inspirechchealthnet » sites » AspirusHR » Timekeeping » Timekeeping D.
Timecard - PTO pay codes

6/29/20217:09 AM
 » sites » AspirusHR » Timekeeping » Timekeeping D.

Timecard - No Balance pay codes

6/29/2021709 AM
httpsy//inspirechchealth.net

ites » AspirusHR » Timekeeping » Timekeeping D.

Timecard - Low Census Hours ) ) 612912021700 AN
hitps://inspire.chchealthinet » ites » AspirusHR » Timekeeping » Timekeeping D.

Operational Tracking - Time Off of Work 0 20 T0a AN
https://inspire chchealth.net » sites » AspirusHR » Timekeeping » Timekeeping D..
Timecard - How To Break Down Your Shifts
https://inspire.chchealth.net » sites » AspirusHR » Timekeeping » Timekeeping D.

6/29/20217:08 AM

Account

- ” "
fAS  Canceling Meal Deductions R S

Options | B Recover Unsaved Documents

P Type here to search

11. Select the dropdown arrow next to “This PC".

ﬂ Open
» ThisPC @ Documents v | O Search Documents =)
Organize v New folder + [@ o
Marne Date modified Type Size
~ g Quick access
[ Desktop + No items match your search.
{ Downloads +
Documents *
&= Pictures +
> ﬂ Microsoft Word
This PC
C} MNetwork
File name: + | AN Word Documents -
Tools = Cancel
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12. Select the “Local Disk (C: on computer name” folder.

“ Open

“ -

» ThisPC » Documents (N ] Search Documents yel

Organize = New folder

v O ThisPC L] MName Date modified Type Size

. 3D Objects

[ Desktop

Documents

lr Downloads

= Local Disk (C: on MEDSERV}DEI
&) Music

Mo items match your search.

[E] Pictures

B videos

Local Disk (C:)
Cache (1)

System Reserved (E:)
P1047% (\\datastoreihome) ().
P10475 (\\datastore\home) (O

v

HHI

File name: ~

I;‘MI Word Documents ~

Tools = Cancel

13. Navigate down to the “Users” folder and click “Open”.

ﬂ Cpen
- “ 4 mm » ThisPC » Local Disk (C: on MEDSERV308915) » ~ 0 Search Local Disk (C: on MED.,, 0
Organize + Mew folder z - | e
y o Name " Date modified Type Size o
B This PC Unvers ; File Tolger
~M 3D Objects HPEIOS File folder
[ Desktop HPSDM File folder
}*—i Documents Intel File folder
‘ Downloads Oracle File folder
forl
_ Local Disk (C: on MEDSERV30E Oracle11_Install File folder
5 PerfLogs File folder
J’) Music ) ’
Printer_Utility File folder
I8 Pictures Program Files File folder
ﬂ Videos Pragram Files (x86) File folder
s Local Disk (C) RightFax File folder
s Cache (D) SoftPagDownloadDirectory File folder
System Reserved (E) STscript File folder
Ll ol
== P10479 (\\datastorethome] () beestua —
BTOE N kst = I Users File folder I
- datastorstHome) | " T v
File name: | « | | All Word Documents =
Tools = Cancel
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14. Select the folder that aligns with your username and click “Open”.

ﬂ Cpen
- - 5 ThisPC » Local Disk (C: on MEDSERY308915) » Users » v| o
Organize New folder W @
B This PC o~ Name Date modified Type Size
B 3D Objects Administrator 07/22/2020 710 File folder
[ Deskiop altirisservice File folder
- i fol

& Documents e10734-a File folder
L10765-a File folder

* Downloads
P10479 File folder

wm LOcal Disk (C: on MEDSERV30E pesetup File folder

& Music Public File folder

[&] Pictures TEMP File folder

n Videos

s Local Disk (C)

- Cache (Dx)

= System Reserved (E:)

== P10479 (\\datastorethome) ()

== P10479 (\\datastorethome) (O -

File name: ~ | All Werd Decuments ~
Tools = Cancel

15. Navigate to the location of the file you wish to upload and “Open” the file.

ﬂ Cpen
« w A » ThisPC » Local Disk (C: on MEDSERV308915) » Users > P10479 » ~ 0 Search P13479 el
Organize New folder W @
B This PC o~ Name Date modified Type Size
- 3D Objects .cisco 02/13/2020 2:23 PM  File folder
[ Desktop 4 3D Objects 14:44PM  File folder
- 020 4:13 fol
B Documents [35 Contacts PM  File folder
B Desktop File folder
* Downloads
Documents File folder
=toeatiE SonbIELERE ; Downloads File folder
J’ Music v Favorites File folder
[=] Pictures @ Links 04:12PM  File folder
B videos J’! Music 09/15/2020 413 PM  File folder
 Local Disk (C3) OneDrive f29/ File folder
== o fol
. Cache (D) (=] Pictures File folder
## Saved Games File folder
= System Reserved (E:) .
»-' Searches File folder
== P10479 (\\datastorethome) () B Videos File folder
== P10479 (\\datastorethome) (O -
File name: | ~ | All Werd Decuments ~
Tools = Cancel
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16. Select File > Save As > Browse.

C)

R Home

Save As
© recent

Aspirus Inc

[ New
5 Open

Info

@, OreDrive - Aspirusinc
SasheMenge@aspirus.org

save

Sites - Aspirus Inc

SasheMenge@aspirus.org

Save As

s Other locations

Citrix: Accessing Your Files

. You're sharing your screen

[ \\Client > C$ > Users > P10479 > Documents
| Northwoods Meeting 3.4.21

| word Document (* dooy
More options

Use the "More options.." link above to save this file elsewhere on the current network
GotoThis PC

Name T

‘ {05 Northwoods Meeting 3421

S |E‘;| This PC
Biport
+
Add a P
Transform @ @ race
Close [~ Browse I

Account

Options

P Type here to search

Date modified

Expand panel to sh

3/4/20211:34 PM

17. Save the file in the appropriate Y-Drive or O-Drive folder.

“ Save As

» MNetwork » Client » CS5 » Users > P10479 > Documents ~ & Sesrch Documents »
Organize » MNew folder - o
=] Pictures L Name Date modified Type Size
B videos 20210420-Engagement in Times of Transfu.  04/20/2021 204 BM  File folder
wa Local Disk (C) Add-in Express 08/02/2 File folder
«a Cache(D:) Custom Office Templates [2 File folder
ws System Reserved (E:) (&) My Data Sources File folder
= P10479 (\\datastore\home) () {4 My Shapes File folder
MylabberFil File fold
- P10479 (\\datastore\home) (0:) | eSS ile folder
Outleck Files File falder
hared (\iawh-nascifsl 2 2
Snagit File folder
= data (\datastore\data) (V:) [ Northwoods Meeting 3.4.21 /2021 1:34PM  Microsoft Word D... 17KB
[_Q' MNetwork
v
File name: v
Save as type: | Word Document ~
Authors:  Sashe Menge Tags: Addatag Title: Add a title
[[] Save Thumbnail
A Hide Folders Tools = Save Cancel

If you have questions about this process or would like more information, please contact the

Ascension Help Desk at 877-640-1416.
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