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Citrix: Accessing Your Files 

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

 
2. Log in using your network username and password.  
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3. Select “Apps” and then “All Apps”.  

 
4. Select “Tablacus Explorer”. 
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Citrix: Accessing Your Files 

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.  
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Citrix: Accessing Your Files 

6. The first time you open a Microsoft Word, Excel, or PowerPoint file you will be asked to 
sign-in to your Microsoft Account.  

 
7. Enter your Aspirus email address and click “Next”. 
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Citrix: Accessing Your Files 

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

 
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.  
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Citrix: Accessing Your Files 

10. Once in the application select "Open” > “Browse”.  

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

 
 
 
 
 



 

Reviewed 08.02.2021          Page 7 of 9 

Citrix: Accessing Your Files 

12. Select the “Local Disk (C: on computer name” folder.  

 
 

13. Navigate down to the “Users” folder and click “Open”.  
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Citrix: Accessing Your Files 

14. Select the folder that aligns with your username and click “Open”.  

 
 

15. Navigate to the location of the file you wish to upload and “Open” the file.  
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Citrix: Accessing Your Files 

16. Select File > Save As > Browse.  

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

 
If you have questions about this process or would like more information, please contact the 
Ascension Help Desk at 877-640-1416. 


