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INTRODUCTION

This guide details how to log into Citrix and navigate to the myHR Home page. If you have
any difficulty throughout this process please contact ICT (extension 43000). After 20
minutes of inactivity, the system will automatically log you out. Once you have finished
using myHR, please log out of the system.

This guide is divided into the following sections:
1. Overview of Functionality in myHR (Pages 1 — 3)
2. How to Map a Printer (Pages 4 — 5)
3. How to Set a Default Printer (Pages 6 — 7)
4. How to Lock Print Pay Advice (Secure Printing) (Pages 7 — 14)

1. Overview of Functionality in myHR

Step 1.1

To access Citrix, double click on the Access HHS logo on your desktop to open the Log on
screen. On many desktops, this is the second icon from the top in the upper left-hand corner. The
Log on screen displays.

Hamilton
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Step 1.2

On the Log on screen, enter your personal User name and Password to log into Citrix. Press Log
On. Citrix displays. If you have forgotten your password, click on the Account locked or forgotten
your password? link. You can also contact ICT (extension 43000).

IG m@ https://accesshhs.hhsc.ca/Citrix/XenApp/auth/login.aspx?CTX_FromLogg: © ~ @ & || @ Citrix XenApp - Logon
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Step 1.3
Once you have logged into Citrix, click on the Business folder.

Logged on as: badams Seﬁgs ng%fr . AccessHHS citrix

B B [

Clinical Microsoft Office Training Appscriber Appscriber for
Shared Areas

o & . 3o H
Emergency & eRTP FileZilla FTP Get-IT HHS Intranet

Disaster
Management
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Accessories Business
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Business

Internet Explarer Internet Explorer & Kronos WFC Meeting Room MSDS Outlook 2016 Phone
Mavigator Manager
Q @ 2 =
Policy Library Safety Occurrence Shine Wellness Windows Explorer
Report

Hint: You can reset your password at any time on the Change Password screen, (X

Step 1.4
Once the Business folder is opened, click on the myHR icon. The myHR Home screen displays.
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Last Revision: November 27, 2017



y
CITRIX NAVIGATION.& ACCESSING myHR HR

Step 1.5

From the myHR Home screen, you are able to access all of your information within the myHR
system. Once done using myHR you should sign out. To do this, click on the Arrow icon ([&). The
Settings and Activities menu displays.

= ORACLE ™ B © © wonelTanyaMs[~

In an effort to provide continued transparency °

and insight into the top priorities of myHR post ME ‘

go live, the HR Shared Services team will be

providing a list of top issues and expected Skills and Personal
resolution timeframes on a weekly basis Qualifications Information
Please visit the myHR Intranet page to see

the identified issues. We encourage you to

visit this page prior to contacting myHR with

suggestions regarding issue identification.

Step 1.6
Click on Sign Out. You will be logged out of myHR.

Settings and Actions

Personalization
Set Preferences.

Print Me
Applications Help. ..
About This Page

NOTE: Click to confirm you have logged out.

&

Logout Consent

Confirm your Single Sign-Off action

ORACLE"
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2. How to Map a Printer

Step 2.1

NOTE: If you do not know the name of the printer you would like to map, you will need to determine
this piece of information first. The name of the printer should be on a label, on the front of the

printer.

From the main Citrix homepage, click once on the Accessories folder.
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Step 2.2

Click on the Printer Manager folder.
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Step 2.3

In the Printer Manager app, look at the List of Available Printers on the left. Toggle up or down
using the scroll bar to find the printer you wish to map. Once you have found and highlighted it in

blue by clicking on the name, click the Add button to move the specified printer into your Current
Printers list on the right.

N> At B
]

Common Fixes

Scroll bar.

Select Prirt Server  [NGENERALPS

\\ICCPRINT2
List Of Avadable
Prrters
77 P350S-2 Erother HL-L23600 sanes Printer
@ P4-3VSIA Mcrosck Prrt 1o PDF
P4ss Mcrosoft XPS Document Witer
Printer Manaqer P4CTRAIN Send To OneNote 2010
P4XW21-010A 2
P4-KW21-0108
P&-XW21-010P
P4-KW21037A Mcrosoft XPS Document Witer
P4W210378 2y EDITECH Randering Engine
P4-XW22014 | A
P4XKW22018
P4-KW22037A
P4XW220378
PAKW23026 |

et Delak Prnter |

Cument Defauk Panteris: \\MUMCPS\P4XW21-037A

o= |

NOTE: If you want to set a default printer, see instructions below. If you do not want to set a default
printer at this time and are done adding your printer to the Current Printers list, click Quit and exit
Printer Manager. Your printer should now appear as an option when printing from within the
document (Refer to Viewing Pay for the guide to printing your pay).
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3. How to Set a Default Printer

Step 3.1

NOTE: If you usually print from the same printer, you can identify that printer as your default
printer. This means that every time you go to print a document, the default printer will automatically
populate as the printer location unless you manually change it to a different printer.

To set a specific printer as your default printer, click the Set Default Printer button.

Citrizx Printer Manager

Select Print Server

“WEENERALPS

List COf Available
Printers

4E125URG il
C-RD-LP
DEVE444D3

docutext130
GHMHALLZPRT

LP-1EPH

LP3-4H4

m_1f_laser

M_1K3_LASER

M_INTEM_LASER
M_1N1BM_LASERold
M_IN1BM_TEST2

M_1P10_RAD |

Hemowve

Cument Prirters

HGHRADTEST fidd

PA-KN21-037A on MUMCPS hhsc ca from ¥PC4-G
Microsoft Prirt to POF §from XPC4-B ¥}in session 60
Microsoft XP5 Document Witer from XPC4-B }in session 60
Send To OneMote 2010 from XPC4-B ¥} in session &0

Snagit 12 ffrom XPC4-B ) in session &0

Send To OneMote 16

POFCreator

Microsoft XP5 Document Writer

MEDITECH Renderng Engine

Adobe FOF

ActiveFax

WMUMCPS W P4-KW 210104

\\MUMCPS\P4-KW2
\\MUMCPS hhsc.ca® Set Default Printer

Set Default Prirter

) in session &0

In the pop up box, select the printer you wish to make your default printer. Click OK.

lect the Default Citrix Printer Server[ CTXXEMNMO3]

SAMUMCP SYPA-EW21-0104
“WMUMCPSWP4-KWE21-0108
SAMUMCP SYP4-EWE21-03 74
SSMUMCP SYP4-KW21-0378 h

Active Fax
Adobe PDF
Brother HL-L2360D series Printer

MEDITECH Rendering Engine
Microsoft Print to PDF

Microsoft XPS Document VWriter
Microsoft XPS Document VWriter
PDFCreator

Send To OneMote 16

Click to select
the printer you
want as your
default printer.

Send To OneMote 2010

E | Ok

Ok |
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NOTE: The below message will appear to confirm you have set a new default printer.

Printer Status n I

The Mew Default Citrix Printer is \WMUMCPSWPA-KW21-037 A

oK

4. How to Lock Print Pay Advice (Secure Printing)

Step 4.1

For privacy reasons, it is recommended that you use the lock print feature to securely print your
payslip when using a shared printer. To protect your privacy, the payslip will not print at the
selected printer when you click Print. Instead, it will hold the print job until you can securely identify
yourself in person at the printer with a password.

To securely print your pay advice using the lock print feature, click Properties on the Print box that

OpsS up.
Print m
Printer: | \\MUMCPS\P4-KW21-037A ~|| Properties I Advanced | Help &
Copies: Il +I| I Print it prayscale (black and white)

Comments 8 Forms
Document and Markups ;I

Pages to Print
= All

£ Current page
£ Pages [

» More Options

Scale: 96%:

Page Sizing 8 Handling (i) 8.5 x11 Inches

| EE Size B:Ell Poster | Multiple E Booklet |

c Fe - —

 Actual size —_ s o=

i+ Shrink oversized pages — — -

T Customn Scale: I'_"-":' % % ; '::'i - |

™ Choose paper source by PDF page size F =1 1 =1 1
r = : ] = T |

™ Print on both sides of paper | ¥ ' 1 =1 =

Orientation: = 1 '!. '-'!

= Auto portrait/landscape == T T =

" Portrait

" Landscape

Pagel of 1

Page Setup... I Print I Cancel I
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Step 4.2

Click the Job/Log tab at the top of the Printer Properties menu.
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I 555 WMUMCPS\P4-KW21-037A Advanced Document Properties
= User ID (Up to 8 alphanumenc charact
User |D is mandatory for Print Job., u'ldls g for Log.
I ..,I
— Store and Print
Job Type:
INnmw Prirt: .ll
L Enter | |s_r_.-' N arnne
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I{__ugfc'n ;I I
Erter File Mame: I
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Uzer Code
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Step 4.3
Under Store and Print, for Job Type, click to display the dropdown menu. From the dropdown
menu, click on Locked Print.

!;! WMUMCPS\P4-KW21-037A Advanced Document Properties “ I

.Paper,f@ual'rtyl Finishingl Effects Job/log | User Authentication | Advanced

User ID (Up to 8 alphanumeric characters):
IUser |0 is mandatory for Print Job, and is recommended setting for Log.

N

— Store and Print
Job Type:

Mormal Print ;I

MNomal F'l'i!'ﬂ Enter zer, M ame:
[ bo 16 sharacters]

old Frint
Stored Print
Store and Normal Prirt
Send to Document Server
Custam ;l

Fazzword: [4 o & digitz]

~Log

[zen Code:
[t & digits]

Disabled = |

Supply Infarmatian. .. | Help I
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Step 4.4
At the top of the Printer Properties box, type in an alphanumeric User ID (up to 8 characters long).

In the Password field, type an alphanumeric password (4-8 digits long). Once done, click OK.

!;! WMUMCPSWPA-KW21-037A Advanced Document Properties “ I

.Paperf(}ualityl Finishingl Effects Job/log | User Authentication | Advanced

User ID (Up to & alphanumeric characters):
|User |0 is mandataory for Print Job, and is recommended setting for Log.

ITester

— Store and Print

Enter User ID.

Job Type:
| Locked Print =]

Emter U zer Hame:
zer M anme: [Up b 16 chanasters]
ICus‘tu:um ;I I

Enter File Hanme:

File M amme: [Up b 16 chanasters]
ICus‘tu:um ;I I

Password: (4 to & digits)

=S
B \Krlfnter unique password to protect the
—Leg

document at the printer

| Disabled = |
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Step 4.5
Now that you are ready to print securely, click the Print button.

N |

Printer: |m1MUh1cpsxP4-m21-na?A j Properties Advanced | Help @
Copies: |1 jl ™ Print in grayscale (black and white)

Pages to Print Comments & Forms

& Al |Dacument and Markups j
& Current page

[l Efe| ||

* More Opticns Scale: 96%

Page Sizing & Handling (i) 8.5x11 Inches

| Ea Size HJD Poster | Multiple | E Booklet |

" Fit

" Actual size

(¥ Shrink oversized pages
[ Custﬂm Scalﬁ |-_'..|':| % —_— ::] .:::

[ Choose paper source by PDF page size

™ Print on both sides of paper m

Orientation: i i ]
& Auto portrait/landscape F —_—|
" Portrait -
" Landscape

Cancel

Page Setup... I l Print I
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Step 4.6
At the printer, use the screen and press the Printer icon on the display.

Scanner Printer Document
Ry Server

Step 4.7
Touch the Locked Print Job button on the left menu under Select Job Type.

AG 11,2017
2:1 7™ ‘
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Step 4.8
All of the pending locked print jobs will display with the User ID and time and date as identifiers.

From the list, select your print job by touching the line with the User ID you typed in the Printer
Properties box. Then, touch the Print button.

Select your print
job by touching
User ID name.

Step 4.9

Using the numeric keypad on the printer (to the right), enter the 4-digit password you previously
assigned to this print job in the Printer Properties box. Touch the OK button.

the Number key

Use the keypad on the printer to
enter your password.
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Step 4.10
On the popup screen, verify the information presented and touch the Print button when you are
ready to print.

Are you sure you want to print
the following?

Cancel  |[Detailed Settings]

NOTE: Remember to pick up your printed payslip from the printer before leaving the area.

For any additional questions, you can contact myHR:
Phone: 1-905-521-2100 ext. 4myHR (46947)
Email: myhr@hhsc.ca
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