Accessing the ETFS Remotely via UCL’s Desktop Anywhere
The below is intended as a guide for logging onto the ETFS outside of UCL, by first logging into UCL’s Desktop Anywhere. Please note the system is fairly slow to start with, so give it a few moments to allow pop-up’s to come-up and take effect.
1). Firstly, please go to: https://www.ucl.ac.uk/isd/services/desktops, which should take you to the below. Once opened, please click ‘Log in to desktop@UCL via your browser’.
[image: ]
2). Use your standard UCL login details (i.e ucj-type number and UCL password) to access the system 
[image: ]
[bookmark: _GoBack]Note: Steps 3 through 5 should only relate to you if this is your first time installing Citrix; if you already have this installed, you should move straight to step 6.
3). Once logged in, the below page should appear; please tick to agree for installing Citrix on your computer, then click ‘Install’.
[image: ]

4). You may receive a ‘pop-up’ like the below with relation to installing Citrix; ‘Run’ the download to install Citrix.
[image: ]
	

5). Follow any further guidance on the download (e.g. as below); this may take several minutes to complete.
[image: ]
[image: ]
Click ‘Finish’ when the download is complete.





6). If you get pop-ups for Citrix Systems like the below when on the browser screen, click ‘Allow’.
[image: ]

7). Make sure the ‘Desktops’ tab is clicked at the bottom of the screen. You should then be able to access MyDesktop by clicking on the ‘Desktop – Anywhere’ icon in the centre of the screen (as below).
[image: ]



8). ‘Ok’ the below pop-up
[image: ]
9). Using the black-bar at the top/centre of the screen, access the ‘Preferences’ tab and go to ‘My Accounts’; under ‘File Access’ change to ‘Read and write’, then ‘Apply’ and ‘Ok’.
[image: ]
You can also use the ‘Window’ option via the black-bar in order to minimize/maximise MyDesktop to allow you to get back to your normal computer desktop.


10). Using the Internet Explorer icon in the bottom-left corner, you can connect to the internet as if in college. Once a window is open, go to the DClinPsy website, accessing the ETFS via the ‘Quick Links’ tab on the left-hand side (see below).
[image: ]
[image: ]
Use whatever link under ‘Accessing the System’ that is appropriate to you.



11). Once logged into the ETFS, you will be able to download/upload documents to/from your computer, as if you were on a UCL computer/connected to Eduroam (as below).
[image: ]
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Should you continue to have problems with accessing the ETFS remotely, please contact the Clinical Placements Administrator on placements-admin@ucl.ac.uk. 
image3.png
Install Citrix Receiver to access your applications

W cenee soreement





image4.png
After Citrix Receiver is installed...

Click Log On to continue.

Securitydetas  Log on





image5.png
v

Recycle Bin

Welcome fo Citrix Receiver Setup

Tunes. c onyour

Fad

Dropbox

2 me @MW = Seawoa e





image6.png
v

Recycle Bin

Tunes.

Fad

Dropbox

2 me cMmETE ——— = 3 Toaes 2




image7.png




image8.png
(P cmi|

Contact the Service Desk





image9.png
Bl

Remote Login - Microsoft Word non-commercial use.

Review Vi

“ i - [T NN e—.
R

Home | Insert  Pageloyout  References  Mailings

[ [(© pesktop - Anpuere - Desktop Viener

Find +

DC AaBbCCDC N -
. 5. Replace

26/05/2015




image10.png
e O

Choose howto access files on your computer from
your virtual desktop




image11.png
|~ UCL- London’s Global University - Windows Internet Explorer

UCL Home Prospective students ~ Current students ~ Staff

LONDON'S GLOBAL UNIVERSITY

Explore UCL

Undergraduate

Find degrees, short courses, professional development

open days and more
Graduate

Get leaming resources, careers and IT help, welfare and Life Learning
finance support

Look up contacts, workplace resources and policies

Connect with your community, enjoy benefts, catch up on
news

Access expertise and opportunities, explore our research
and enterprise activity

£rstart| [@ ucL - London's Global .. 5 [0




image12.png
Dropbox

it/ uchac.uk/ delinpsy docs/electronic_fil_system/electronic_filesyste 0 7] [ B3] 42X | 10 giectronic Tranee Fies system X

Teaching Programme
Clinical Placements
Trainee Research

Trainee Development and
Support

Assessment
People

Workshops & Conferences
Course Newsetter
Contact Us

SEARCH DCLINPSY
——

QUICK LINKS

Training Handbook
Moodle
Useful Forms

Electronic Trainee
Files System (ETFS)

Intranet

Reporta Problem

‘CONFERENCES

Upcoming Events

“The system is designed to send automatic emails when a piece of paperwork has not been submitted by the deadine (paperwork
requirements and deadines can be found here )

Please o a breakdown of rainee/staf responsiviles for maintaining the system
Accessing the System

1fyou are a trainee, the ETFS can be found at

1fyou are a tfor, the ETFS can be found at

1fyou are an admin user, the ETFS can be found at

There are two ways of logging i fo the ETFS:

Via a UCL computer o by connecting to the eduroam Wifi network.

From offsite, you need to log in via MyDeskiop ( From within MyDeskiop you can login using
your usual UCL ID and password and access Interet Explorer as if you were in UCL.

When first using MyDesktop you may be asked to install software for it o work. Once signed in, you should be able to access the
‘address. If you experience any problems with MyDeskiop, please contact the IT Helpdesk

Uploading Documents
1fyou are a trainee, please for guidance on uploading documents

1fyou are a member of staf, please for guidance on uploading documents.
Help/Support

1f you experience any problems with the ETFS, please contact the

Lystart| [& Electronic Trainee File... (5 [0 [ Guide Part 2.doo

al ) %3

9
26/05/2015





image13.png
_— Clinical Students : trainee - Windows Internet Explorer =18 x|
Q© ~ [E rwo/dcp poyeholuetacamee/ndershp o]

B

42/ X 0 Hectronic Traines Fies System | (& Cinical Students : rainee

UCL CLINICAL PSYCHOLOGY TRAINEE RECORD SYSTEM

Hello Daniel

Daniel McQuade

UCL ID: test, Email: danmcquade@hotmail.com, Tutor: Henry Clements

Personnel File <
2011 <
2012 <
2013 <

By start| [@ Cimcal students - trai- 5 [0 [ uice Pt 2.dock - Word





image14.png
paste
" Fomat

Clipboard

UCL CLINICAL PSYCHOLOGY TRAINEE RECORD SYSTEM

Hello Daniel

Daniel McQuade

UCL ID: test, Email: danmcquade@hotmail.com, Tutor: Henry Clements
Personnel File

2011

2012

Placement 3

Report Upload "Placement contract”

i Placement contract Deadine: 2014-09-30 00:00

Submitted: Not Submitted
s MPR Report

e Supervisor FF (Full Placement) Select file to upload:

1% Trainee Feedback Form

gy

ws Portfolio of Clinical Experience (6 Month) 2014-09-30 00:00
Upload additional files for Placement 3

Report Upload Title

£ start| |2 Cinical Students - tra- 6 ) cude Pert 2.docx - ord

Not Submitted





image15.png
File

B

Paste

[c]

Home

% cut

8 Copy
< Format

Clipboard

(B Desktop - Anywhere - Des
File to Upload

(OO ek - ~ (&3 [[search Desktop

Organize v New folder

e Favorites e
B Desktop System Folder
1 Downloads
Daniel McQuade
System Folder
Computer
System Folder
Claire Willams 06.11.14 prm.ppte
Mictosoft PowerPoint Presentation
13268
8 Computer B
Guide Part 2.doox
Microsoft Word Document
Obytes

sy UCL D Clin Psych 253155

Upload "Placement contract”

Fienome: | RIS

El

Deadine: 2014-09-30 00:00
_cnd | [ ubmited: Not Submited

4

== Supervisor FF (Full Placement)

1% Trainee Feedback Form

ws Portfolio of Clinical Experience (6 Month)

Upload additional files for Placement 3
Report Upload Title

Erstart| @ cinical students s wae... | 5 [0 [ Gude part 2ocx -vord

2( Selectfile to upload:

2

Browsqy

Upload

2014-09-30 00:00

Description

Not Submitted

Submitted

% # Find -

8. Replace
7 change
= Stytes~ | Iy select~

5| Edting

» (S





image16.png
STe e
N
M B
B 2 Replace
7 change
= Stytes~ | Iy select~
5| aiting

Paste

" Fomat

Clipboard

UCL CLINICAL PSYCHOLOGY TRAINEE RECORD SYSTEM

Hello Daniel

Daniel McQuade

UCL ID: test, Email: danmcquade@hotmail.com, Tutor: Henry Clements
Document successfully submitted.

Personnel File
2011
2012

Placement 3

Report Deadline Date Submitted

Placement contract 2014-09-30 00:00 Not Submitted

wem MPR Report 2014-09-30 00:00 2015-05-26 18:22

== Supervisor FF (Full Placement) 2014-09-30 00:00 Not Submitted
5% Trainee Feedback Form 2014-09-30 00:00 Not Submitted

ws Portfolio of Clinical Experience (6 Month) 2014-09-30 00:00 Not Submitted

Upload additional files for Placement 3

Report Upload Title Description

£rstart| [@ Cinical Studentsctrai. 5 [0 [ e part 2ocx -word





image1.png
€ | ) LIm——

File Edit View Favorites Tools Help

Home Our services How to guides About ISD Contact Service Desk News

UCLHome / ISD / Ourservices | Deskiop services

Desktop services

desktop@UCL for students and staff desktop services on campus and by remote access on a range of devices

Most Popular

> Loginto desktop@UCL via your browser > Applications on desktop

Explore Desktop Services

Student desktop services Staff desktop services v
17:40

26/05/2015




image2.png
Please log on

Desktop

@UCL Anywhere





