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1 How to: Log on to the IT Farm

° Open your Internet browser (Microsoft Internet Explorer 7 or above).

° Enter the address of the logon page - - https://start.itfarm.co.uk

° Enter your User Name and your Password (remember all passwords are CaSe SeNsltIVE).

° Click the ‘Log On’ button.

Welcome
I Please log on to continue.

User name:

Paszword:

If you have forgotten your password and have already completed your Single Sign-On Registration
please follow the instructions in section 2 of this document.

If you have forgotten your password and have not completed your Single Sign-On Registration please
call the support team on 0871 641 2209.

1.1 Logging on from a PC or laptop not previously used for accessing IT Farm

If the system detects you are logging on from a PC/laptop or MAC that does not have a Citrix client installed, it
will prompt you to install the client before allowing you to continue.

Citrix Client Installation Screen

Click Install to access your

applications.

INSTALL

Iagree with the Citrix license agreement.

¥ Security Details | Skip to Log on

° To install the client, click the box to accept the Citrix License Agreement.

° Click the ‘Install’ button.
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° Click ‘Run’.

s
Do you want to run or save this file? 0 Uj
- Mame: CitrixOnlinePluginWeb, exe
E CitriO exe f 20.if 3
Type: Application, 13.4MB —— =
From: agee20.itfarm.co.uk Estimated time left: 1 sec (8.95MB of 13.4MB copied)

Dowrloadto:  Temporary Folder
Tnsferrate:  £.64MB/Sec

[ Fn J[ Sve |[ Comcd ]

Open Open Folder m_l

While files from the Intemet can be useful, this file type can

potentially ham your computer. i you do not trust the source, do not -
. . y SmartScreen Fitter checked this download and did rot report any.
run or save this softwars. What's the risk? threats. Report 2n unsafe download

° On completion of the Citrix client install you will receive the message below:

@ Installation completed successfully,

——

° Click ‘OK’ to continue.

1.2 Single Sign-On Registration

If you are logging on from https://start.itfarm.co.uk for the first time you will be prompted to complete the

Single Sign-On Registration before the application launches.

Single Sign-On Registration stores your unique answers to security questions, allowing you to reset your
password from the ‘Forgotten Password’ link on the log on page (see section 2).

° Click the ‘Register’ button.

# Citrix Single Sign-On Registration
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° Click the ‘Next’ button.

® Gitrix Single Sign-On

Welcome to Security Questions
Registration

Your administrator created a new set of searity questions.
You must regiter your ansuwers to the new set before you
an confrm your identity. This wizard asks you the secLrity
questions and records your answers,

To continue, cick Next.

° Enter the answers to your 3 security questions and click ‘Next’ after each question. (For security
purposes only one question is shown here.)

Provide an answer to this question that s easy for you to remember, but
diffcult for others to guess.

[ ]
& Citrix Single Sign-On
Submit Your Answers:
?«%ﬂ:ﬁ@ﬁﬁ" answers were saved so your identity can be
° To complete the process click ‘Finish’ on both message boxes.
@ Clizix Sl Shyrles & Citrix Single Sign-On Registration
m Security Questions Registration
. Successful
“Your answers to the security questions are registered.
If your administrator has given you permission to reset your
password or to unlock your account, you can start the
° On completion of registration you will be redirected to the Application page.
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2 How to: Run programs and access files

Once you have completed the log on steps in section 0 of this guide, the system transfers you to the
Application page where you can run your programs and access files.

° To launch an application click once on the application icon. The application will not launch if you have
not completed the Single Sign-On Registration (see section 1.2).

IT Farm Application Page
Main @
[ @ yr LS| N

Admin Toals Enroll for Password File Explorer ITFL IS Access 2010 IS CRM4 Config IS Excel 2010 ITF1 IS Onelote 2010

Self-Service ITF... mF1 Tool ITF1 IF1
o L
- - 7 ok ] ol =
MS Cutlook 2010 IS PowerPoint M5 Project 2010 IS Publisher 2010 MS Visio 2010 ITF1 IS Waord 2010 ITFL Sage 50 2011 ITFL
ITF1 2010 ITFL ITF1 ITF1

3 How To: Reset My Password

If you have not completed the Single Sign-On Registration (as shown in section 1.2), please call support on
0871 641 2209.

If you have completed the Single Sign-On Registration you can reset your password online.
° Open your Internet browser (Microsoft Internet Explorer 7 or above)
° Enter the address of the logon page - https://start.itfarm.co.uk

° Click on the ‘Forgotten or Expired Password’ link (shown below)

Welcome
Please log on to continue.
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° At the Account Self-Service screen click ‘Next’

Account Self-Service

If your account is lacked or you have forgatten your password, you ¢an use account self-senvice to reset it.

Click Next to start resetting your password.

° Enter your User name and password and click ‘Next’
Reset Password
Enter your credentials and chick Next. If you do not know your lagon details, contact your system administrator.
User name;
(Chiet> ) [ Cancel ]
° Enter the answers to your 3 security questions and click ‘Next’ after each question. (For security

purposes an example only is shown here.)

Reset Password

To complete the process, you will be asked a series of security guestions. Your answers here must match the answers

Question 1 of 3
Whal is your Mothers Maiden Name?

Answer: ]

(Chie> ) [ Cancer

° Enter your new password and click ‘Finish’

Reset Password

Consult your help desk or corporate security policy to learn about your company's password guidelines,

New password:

Contirm password:

(Finish ) [ Cancer ]
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° Click ‘Proceed to Logon’

Reset Password

Password Reset
You answered all the security questions correctly, Your password has been reset.

4 How To: Access Files

To access your files click the ‘File Explorer’ icon on the Application Page. Your files stored on the IT Farm are
saved in the H:\drive (used for personal files) and I:\drive (used for shared files).

5 [Vour Name] Homes Drive (H:]

S [Your Company Mame] Shared (I:)

You can also access files saved on your PC/laptop and files on your CD/DVD drive and USB drives.

£ CO/DVD Drive (Ot on ITC1-MB2)
a Local Disk (C: on ITC1-MEB2)

If you cannot access files saved on your PC/laptop follow the instructions below:

Double-click the Connection Center icon (shown below) and set the access level to “Full Access” in the Session
Security (highlighted below).

Citrix Connection Center

ICA connections.

-8 Active

{5 1ITe3xA1014TF

[ Teminate |
1 Server used, 5 Remte Applications g
BB HEC e
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5 How To: Print

Printing from IT Farm works exactly the same as if printing from a program installed on your PC.
Each time you log on, IT Farm automatically adds the printers that are installed on your PC/Laptop. The
printers are available until you log off.

6 How To: Log off

To log off, save all unsaved work, close each open program and click the ‘Log Off’ button (as shown below).

Your logon limit is restricted to ONE connection because of security and licensing. This means
that if you fail to log off correctly, you will be unable to access the system when you try to log
on from another PC.

7 How To: Log a support call

Our support team is here to help if you have any problems whilst using the IT Farm. You can log a call using
the Online Form, Email and by Phone. The standard service times are listed below:

« Online Email . Phone
see section 7.1 . 71 (seesection 7.2) (see section 7.3)
F LUE

Weekdays 08:00 — 18:00 08:00 - 18:00 09:00 - 17:00
Weekends & 09:00 — 17:00 09:00 — 17:00 No Service
Public Holidays

Christmas Day No Service No Service No Service

Please note our Weekend and Public Holiday support service only covers logon issues and urgent security
change requests. All other support requests will be dealt with on the next business day.
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71

Logging a call online

To log a support call online, log on to the IT Farm and click the ‘Support’ Button (highlighted below).

Logged on as: danny.walker (server #WI40)

Log Off =

wfarm

(&)

MS Access 2010

&

Admin Tools File Explorer ITFL

M5 PowerPoint M5 Project 2010 M5 Publisher 2010
2010 TTFL mFL Juzs

MS Excel 2010 TTFL

s

M5 CRM4 Config
Tool ITFL

MS Visio 2010 ITF1 MS Word 2010 ITFL

o
M5 OneNote 2010
TFL

WS Outlaok 2010
TFL

To log a support request online you will require a valid account number which is a # (hash) followed by three
alphabetical characters (A-Z) followed by a number (1-9) e.g. #XYZ1. Please contact your account manager if

you do not know this number.

° The support form is very easy to use; simply complete the fields and click ‘Send’.
Support (Lpeturn o rpps |

2 Loga Support Call

The information you enter is logged with the
support team. If you have any queries or
experience difficulties, plesse call 0871 641 22

Contact Form

2.0, name@123.c0.uk
comacrmess [ ]
Account Number  |e.g. SABCL

Name:

E-Mail Address:

Plezse enter 2 bries =
[description of your request and

[we'll respond as quickly as L
[pessible 3

=]

E Downloads

Here are some useful documents that you may need
from time to time. To open or download a
document simply click an the link,

Account Management

Mew Account Request Form

Account Removal Reguest Form

Support
Erequently Asked Questions
Managing Email Distribution groups
Getting Started Instructions

E-Mail Archiving Instructions

Legal
Standard Terms & Conditians Ts & Cs
Acceptable Usage Policy [AUF|

Service Level Aqreement

<@ System Status

Important information about the status of IT
Farm's care systems is displayed here. The
page is updated every 20 minutes,

Email

f All systems are
fully operational

|

File Storage

f All systems are
fully operational

|

Application Servers

1 All systems are
fully cperational
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° You will receive an automated email as confirmation with your call log reference number. If you do not
receive an email within 10 minutes please contact support by phone.

S99 6+ 9= IT Farm Support Request: CAS-06701-LMKSHL - Message (HTML) = B =

m Message > @

& x gmu w3 CRMUpg. - E % EV\EW\H(RM v & Q
Reply All To Manager - Set Regarding~ | ——— | ———
&v Delete - Q Move Track Tags Editing Zoom
£ Forward (53 Team E-mail « B~ | incrm &T view Regarding | - -
Delete Respond Quick Steps w Move CRM Zoom
| 1cRM] Regarding: (None) J
From: Autoreply (DONOTREPLY) Sent  Thu 23/12/2010 11:23
To: Danny Walker, IT Farm
Co
Subject: T Farm Support Request: CAS-06701-LMKEHL

Dear Custormer,

[»]&

Thank you for your request for assistance from the IT Farm Support Team. A member of the team,
will pick up the incident and contact you directly to discuss the matter.

call Ref No. CAS-06701-LMK6HL call Date: 23/12/2010 11:22
Company Testdrive Account

Subject Fault Subject #TDR1

Monday to Friday (08:00 - 18:00):

A member of the support team will contact you within 15 minutes of receiving your support
request.

Weekends (09:00 - 17:00):

A member of the support team will contact you within 60 minutes of receiving your support
request

Please note our weekend support service only covers logon issues and urgent security change
requests. All other support requests will be dealt with on the next business day

TT Farm Support Team | IT Farm Ltd, Kilbum Houss, Manchester Science Fark, Manchester, M15 65E | Tel: 0571 641
2209 | Fax: 0161 227 5864 | Email: k| Webs: it ke

7.2 Logging a call by email
To log a support request online you will require a valid account number which is a # (hash) followed by three
alphabetical characters (A-Z) followed by a number (1-9) e.g. #XYZ1. Please contact your account manager if

you do not know this number.

To log a support call by email, follow the steps below:

° Address the email to: support@itfarm.co.uk

° Add the subject of your call and your account number in the Subject field

BlHY s 9|z Unable to open Microsoft Word #ABC1 - Message (HTML) o B B
Message Insert Options Format Text Review ) 0
~ ] m s e | e a— EIEY ]| view in CRM ¥ Follow Up *
: o AL [ECE L
B < s W& b L e R
I’avste d BEauy WA = Ag::,e:s .&:::; A?:?:h ?l:l:\(:‘ Slgnfture ﬁ'«"\ew Regarding | b Low Importance “oom
Clipboard = Basic Text [F} Mames Include CRM Tags ra| Zoom
To.  support@itfarm.co.uk \
[cee | |
Subject: ‘ Unable to open Microsoft Word £ABC1 ‘
&
Detail of your support call =
b
° Enter the details of your call in to the description field (including a contact number)

° Click ‘Send’
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° You will receive an automated email as confirmation with your call log reference number. If you do not
receive an email within 10 minutes please contact support by phone.

== I BT R 1T Farm Support Request: CAS-06701 -LMKBHL - Message (HTML) o B =
m Message > @
& x a Reply = (23 ss1-cRMUpg... - E B E 1] view in CRM | v ‘ ‘ 2 ‘ Q
Reply All To Manager - Set Regarding ~ | —— | ———
G- Delete ey - = Move Al Trad % Tags  Editing Zoom
2 Forward (53 Team E-mail *° B~ | incrm £F view Regarding | - -
Delete Respond Quick Steps aw Move CRM Zoom
| 1cRM] Regarding: (None) J
From: Autoreply (DONOTREPLY) Sent: Thu 23/12/2010 11:23

To: Danny Walker, IT Farm
e
Subject: T Farm Support Request: CAS-06701-LMKGHL

Dear Custormer,

[»]&

Thank you for your request for assistance from the IT Farm Support Team. A member of the team,
will pick up the incident and contact you directly to discuss the matter.

call Ref No. CAS-06701-LMK6HL call Date: 23/12/2010 11:22
Company Testdrive Account

Subject Fault Subject #TDR1

Monday to Friday (08:00 - 18:00):

A member of the support team will contact you within 15 minutes of receiving your support
request.

Weekends (09:00 - 17:00):

A member of the support team will contact you within 60 minutes of receiving your support
request

Please note our weekend support service only covers logon issues and urgent security change
requests. All other support requests will be dealt with on the next business day

TT Farm Support Team | IT Farm Ltd, Kilbum Houss, Manchester Science Fark, Manchester, M15 65E | Tel: 0571 641
2209 | Fax: 0161 227 5864 | Email: k| Webs: it ke

7.3 Logging a call by phone

To Speak to one of the team please call us on 0871 641 2209.

Please note that only calls regarding logon issues, password resets and urgent security changes will be dealt
with whilst you are on the phone. All other calls will be logged by the call handler and placed in the support

gueue with the support requests logged online or by email. All support requests are answered on a first
in/first out basis.

7.4 What is “Logon to Webmail”?

The “Logon to Webmail” takes you to the IT Farm’s Outlook Web Access system (OWA). OWA contains most
of the features found in Outlook. You can send and receive emails, check your appointments and tasks. You
should use “Logon to Webmail” instead of “Logon to IT Farm” in the following situations:

° When you are away from your normal PC/laptop and cannot install the Citrix Client which is needed for
the IT Farm (see the FAQs on “Do | need to install anything?”)

° If you only have access to E-Mail on IT Farm
° If you only need to check you E-Mails and don’t require access to your IT Farm files.

To use the OWA system click the Logon to Webmail link and type the following into the user name and
password fields:
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ci Office Outlook'Web Access

Welcome
Please log on to coentinue.

User name: [|

Password:

° Your user name is “<first name>.<last name>"

° Your password is the same one you use for access to the IT Farm
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