Accessing Office Applications from Web Mail and How to Save Documents to
Your Home Drive on VDT/VDI and Outside VDT/VDI
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Click New blank document (or select a template) to create a new document
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To save your document, click File

E] http://desktop.eushc.org/Citrix/XDl/auth/login.aspx?CTX_FromLogq 2 ¥ & || [El Emorv Healthcar
m PRD - DLE - Desktop 8 - Desktop Viewer

e @ https://ermory-my sharepoint.com/persenal/mxromk_sushc_org/_layouts/15/ WopiFrar
@ Emory Time Keeping | PAW1 [~ E| Document3.docx

File Edit View Favorites Tecols Help

irﬁ B - = m * Page~ Safety v Tools~ |®|v _,Fﬂﬂ » INE]

(55

Wo rd Online O'Brien, Mary Kay Documentt
FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Tell me what you want
5 '“'D Calibri (Body) LR LR
te
< B I u abe X, x  av- A~ B =
Undo Clipboard Font

Test document for Office 365



Click Save As and Download a Copy
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Rename this file.
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m[E= Download a copy of this document to your computer as a PDF file.
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Your document is ready.
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Click Save As

Save

Save as

Do you want to save Document6.docx (14.3 KB) from emory-my.sharepoint.com?

If you are inside VDT/VDI, click Home to save the file to your Home Drive.
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If you are outside VDT/VDI, you have different saving options, depending on what
device you are using:

¢ You have the ability to save documents to home and shared drives that are
mapped to you when you log into an EHC computer or laptop.

e You have the ability to save documents to local drives of laptops, desktops,
Macs, etc. (Ex: My Documents and Download folders, USB drives).

¢ You DO NOT have the ability to save documents locally on Kiosk image devices,
such as those used in WOW carts and at nurses’ station.



