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CITRIX

Overview

As mentioned in the End User Guide, the new Citrix environment is application-based, which
means there is no desktop. As such, if you would like to use email, then you will need to launch
the “Outlook Email” app. The first time you use Outlook in the new environment, it will have
some default settings which you can change to meet your needs, such as default signatures for
new and reply emails. After you change these settings, Outlook will retain them for future use.

Please follow the one-time instructions below to help you setup your default email signature
for new and reply/forward emails, fix missing images/logos, attach any PST files, and set your
desired reading pane view.
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Section 1: Setting Your Default Signatures

In the new Citrix farm, you will need to set your default signature for both new emails and reply/forward
emails.

- Select the “File” tab, and then choose “Options”

youremail@dmc.org

Haome Send / Receive Folder WView

Save As .
Account Information

@; Save Attachments
; [+ | youremail@dmc.org -
Info 3

oF Add Account
Open —
Print - Account Settings

Lai” Maodify settings for this account, and configure

Help SR additional connections. P

Account Access this account on the web, / \"\

. ; Settings ~ 1
| 2] Options 1—9 hitps://owafarm.dmec.org/owa/
£ Exit

Automatic Replies (Qut of Office)

*ﬁD Use automatic replies to notify others that you are out of office, on
vacation, or not available to respond to e-mail messages.

Automatic
Replies

- Onthe “Outlook Options” screen, select “Mail,” and then click on “Signatures...”

Outlook Options ? X
General . . -
Change the settings for messages you create and receive.
||| Calendar Compose messages
Contacts /ﬁa Change the editing settings for messages. Editor Options...
i Tasks Compose messages in this format: | HTML
Motes and Journal
ABGr [T] Always check spelling before sending | Spelling and Autocorredt... |
Search
H lgnore original message text in reply or forward
N Mabile
4| Language @ Create or modify signatures for messages,
1| Advanced
Customize Ribbon .;5 Llse statinnere tn channe default fonts and steles colars and ba:knmun.ds—l_ﬁtaiumma.n.d_En.nrs._l_'
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- Onthe “Signatures and Stationery” screen:

o The signature(s) you have previously created will show in the box under “Select

signature to edit.”

o The first time you open Outlook in Citrix, the default signature for “New messages” and

“Replies/forwards” is blank.

Signatures and Stationery ? X
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
DMC User E-mail account: youremail@dmc.org -
DMC User - Replies
Mew messages: (none) w
Replies/forwards: (none) w
Delete Mew Save Rename
Edit signature
Calibri (Body) || B 7 U Automatic ~|||&=E = = | 83 Business Card | = Qy
DMC Uper ~
Test
Y]
OK Cancel

- Click on the drop-down next to “New messages” to select the signature you want to apply to all

new messages.

Signatures and Stationery

E-mail Signature  Personal Stationery

Select signature to edit

DMC User
DMC User - Replies

Choose default sianature

’ T
E-mail

youremail@dmc.or\g | -

ew messages: {none)
Replies/forwards:
DMC User
DMC User - Replies
Delete Mew Save Rename
Edit signature
Calibri Body)  ~|[11[v]| B £ U Automatic | w | === |,a_:|B_usinessCard |E e
DMC User ~
Test
Y]
Conce
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- Repeat the same process for “Replies/forwards” as well, if applicable.

- Once you have everything set, click on “OK” on this screen, and then click on “OK” on the next

screen as well.

Signatures and Staticnery *
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
E-mail account: youremail@dmc.org |
New messages: |DMC User
Replies forwards: |DMC User - Replies
T me ||
Edit signature
Calibri (Body) | B /7 U | E = = | |85 Business Card | =) &
DMC User ~
Test
v
( CK y Cancel |

- Now, once you select “New E-mail,” your chosen signature will show up in the new message

screen.

OERIE

youremail@dmc.org

Haome Send / Receive Falder WView
4 Favorites < | |
| sarch Inhaov (Chrl< Fl ﬂl .Y L Y Rl LY. ¥ LI
| Inbox [44] REH9 e 9= Untitled - Message (HTML)
E Sent ltems m ) )
@ Deleted Items MMessage Insert Options Format Text Review
= Cut s v | i— !
i & < T A A== Sﬁﬂ@ g[
4| youremail@dmc.org E3 Copy
Faste ab ! === | = Address Check | Attach A
(3 Inbox [44) = «J Format Painter R = = = | = Book Mames | File It
@ Drafts Clipboard 71 Basic Text Names I
@ Sent ltems
@ Deleted [tems To... ||
(@ Junk Email = ce. ||
@ Cutbox SEid )
() RSS Feeds Subject: |
E}.‘i 5earch Folders
DMC User
Test
DMC Citrix Outlook First Time Settings Doc 03/10/2020 Page 5 of 11


mailto:youremail@dmc.org
mailto:youremail@dmc.org
mailto:youremail@dmc.org

CITRIX

Section 2: Replacing a Missing Image/Logo in Your Signature

If your email signature is showing a red “X” instead of the image/logo you were seeing previously, this
section will help guide you on how to replace it.

In certain cases, this image/logo was added with an older email client and will not show up in the new
Citrix farm. To replace the red “X” with the proper image/logo, open Outlook, choose “File = Options,”
and then choose “Mail = Signatures...” Find your signature with the red “X,” then select the missing
image and delete it.

4

Signatures and Staticnery ? *
E-mail Signature  Personal Stationery
Select signature to edit Choose default signature
E-mail account: | yoyremail@dme.org ~
FEBTEST
MNew messages: FEE2020_CHM [
Replies/forwards: |rpgrEST w
Delete Mew Save Rename
Edit signature
Batang vav| B 7 U I = = = | gdbusnesscard | [§] 2
DMC User =
Children's Hospital of Michigan-DMC
(313) XXX-XXXX
(=]
W
QK Cancel
Then, choose the “Insert Picture” icon (to the right of “Business Card”):
Choose default signature
E-mail account: youremail@dmc.org o
Mew messages.: FEB2020 CHM g
Repliesfforwards:  |regmEST >
F v|| &= E E | [8dBusiness Card Q_,J
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On the “Insert Picture” window, locate and select your image/logo, and then click “Insert.”

|0] Insert Picture

1T =

[ This PC

» This PC » Pictures

Organize = MNew folder

g] Microsoft Outlook

Camera

" ; I
=_.| U:\user_homedirectory |

¥ Network

IMG_5064

Saved
Pictures

v Search Pictures

Q Tenet
Hasn

diversity-in
-y

File name: | DMC-0079-CHM-One-Focus-Ema v| All Pictures (*.emf;".wmf;* jpg;* ~

Tools -

DMC-0079-
CHM-One-
Focus-Emai
I-Signatur...

Insert |v

*

P
- T @

IMG_5063

Cancel

Note: Although most images should be in your “Pictures” (or “My Pictures”) folder in your home
directory, we cannot guarantee it. Best practice would be to copy the image to this folder PRIOR to
inserting it into your signature.
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Click on “Save” to save your changes, then choose “OK,” and then choose “OK” again on the next screen.

Outlook Options ? x
General ~
Change the settings for messages you create and receive.
Mail
Calendd Signatures and Stationery ? X
Contact| E-mail Signature  Personal Stationery 5.
Tasks Select signature to edit Choose default signature
Motes a E-mail account: | youremail@dme.org | —
search MNew messages: |FEBZDZD_CHM it
Replies/forwards:
Mobile plies/f |FEETE5T —
onovl [ [iew | [ =
Advance  Edit signature
custom|  (Btane N[N B 7 u S = E | Gdasescrd | Q&
A
Quickal | (313) XXX-XXXX
Add-Ins| .
=®_@®_ Children’s )
Trust Ce| / l H N
ospital
M FA of Michigan
-, ©ne focus. One purpose. Your chil;i. °
.0 x_ ., . ;
(“ooJc'& .oo*oodo*’ v
| Ok | | Cancel | -
] Enable preview for Rights Frotedied messages (May impact performance]
Conversation Clean Up
x_—| Cleaned-up items will go to this folder: | | Browse... | he
| ok || canaal

Your image/logo will now appear in your email signature.

EXIN™ I Untitled - Message (HTML) _ O %
Message Insert  Options FormatText  Review @
= Cut s e | e— a— ¥ Follow Up ~
& o MEYARR=RE = -}335@ QI__@]@ i
=3 Copy ? High Importance
Faste ab, A = =  Address Check = Attach Attach Signature Zoom
> ¥ Format Painter HE UL e = = | Book Names File ltem~ S J Low Importance
Clipboard [F] Basic Text Names Include Tags | Zoom
o | |
—]
S [ | |
Send
Subject: ‘ |
iz}
a
DMC User
Children's Hospital of Michigan-DMC
(313) XOOL200K [
=0_@_ Children’s
.
J/ l Hospital
N of Michigan
» One focus. One purpose. Your child. ,
0 g Hge B ERCRAL IS o¥o
=
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Section 3: Attaching PST Files

This section will guide you on how to attach a PST (mail archive) file into Outlook if it is not showing up

when you open Outlook.

- Click on “File” = “Open” = “Open

Outlook Data File”

Home Send / Receive Folder

Save As

M
E& Sdve Allachmen !
Info o 'EE
Open —z —‘ﬁ,
Print -
Help iiiib
|z] Options &
[ Exit

T

View

Open Calendar
Open a calendar file in Qutlook (ics, wves),

Open Qutlock Data File
Open an Qutlock data file [pst).

Import

Import files, settings, and R55 Feeds into Outlook,

Other User's Folder
Open a folder shared by another user.

Inbox

- Choose your “MY_PST.PST” (or other PST files as needed) file and then click “OK.”

.g'l Open Outlook Data File

A == > ThisPC i B:\yourlD

*

| v O | Search dmcuser

Organize * Mew folder
Name
|2—| Microsoft Outlock
1] My_PST
o Thi
2 This PC Other_pst.pst
[_} MNetwork

£

b

Bz w

Date modified Type

2/10/202011:07 AM  Outlook Data File
2/10/2020 11:07 AM  Outlook Data File

File name: | My PST

~ Outlook Data File (*.pst)

Tools - QK Cancel

m @

L
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- Your “My_PST.pst” file should now show up in your Outlook mailbox.

@ |-

Home Send / Receive Folder View

paada # lgnare ‘X’ 1 my B Move ta: 7
rrﬁ.ﬂ:; =3 Clean Up _é‘l‘ —’ﬁi'l —'-':) iLH-:-:tmg EAS Team E-mail -.-.cj
Epil::;l Itp::qu:v &Junkv Delete Reply Ri_rljlly Forward #a More % Reply & Delete _:5
MNew Delete Respond Cuick Ste
4 Favorites <
Search MY-PST [Ctrl+E) }J|
(5 Inbox [125)
O Unread Mail Arrange By: Date Mewest on top A
O For Foliow Up There are no items to show in this view,
@ sent ltems

@ Deleted Items

r | youremail@dmc.org

(5 Inbox (125)

@ Drrafts

(=4 Sent ltems
@ Deleted ltems

L@ Junk E-mail
@ Cutbox

[E) RSS Feeds
[ E}J Sedarch Folders

= MY-PST

- Any PST file you attach will be retained for all future Citrix sessions, unless you manually choose
to close it in Outlook.
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Section 4: Setting the Reading Pane Location

- Click on the “View” tab.
- Clickon
Off.

“Reading Pane,” which will then give you a drop down to choose from Right, Bottom, or

] 9 |=

G Home  Send/Receive  Folder | View

F P

@ (s Show s Conversations | E9 Date @Iu

ouremail@dmc.or |

1} Reverse Sort
~| %= Add Columns

[}
SH Categories

@

-1

Change View Reset Conversation Settings ¥ Flag: start Date ¥ Flag: Dye Date [ Size =] Subject - . Reminders Open in Mew  Close
View T Settings View ~ #=Expand/Collapse - window  Window Al Items
Current View Conversations Arrangement Window
4 Favorites d >
[ inbox (125) Search Inbox (Ctrl+F) 2| Neurological Surgery Residency Program Upda 4 Februay 2020 »
. . " . . SuMo TuWe Th Fr Sa
4 Unread Mall Arange By: From Aontop Detroit Medical Center <pathfinder@detroitmedicalce! ot n behalf of i
ons
4 For Follow Up 4 Detroit Medical Cent =| @ Click here to download pictures. To help protect your privacy, Outlook p ptien bwnioad of 2034 3 2
@Sentltems rOi ical Center some pictures in this message. 910 11 12 13 14 15
& Deleted tems |.~4 Detroit Medical Center Wed 2:38 PM Sent Wed 2/5/2020 2:37 PM 16 17 18 19 20 21 22
Surgery Residency Pragram U... To: testdg 23 24 25 26 27 28 29
‘ T _— [~ Detroit Medical Center Wed 9:55 AM K
Special Message from Dr. Audrey Gregory, ...
-] Inbox (125} [ Detroit Medical Center Mon 1:48 PM
[Z Drafts Special Message from Dr. Audrey Gregory, ..
ge from Dr. Audrey Gregory, CEO, Detroit Medit =
E Sent Items =4 Detroit Medical Center Tue 1/28
(@ Deleted Items Special Message From Chief Compliance 0.
(53 Junk E-mail [~4 Detroit Medical Center 1/24/2020 No upcoming appointments.
UPDATE: Special Message From the Depart...
(=) Outbox
RSS Feeds [={ Detroit Medical Center 1/24/2020
bl Special Message From the Department of |...
DED search Folders Detroit Medical Cent: 1/23/2020
[-J Detroit Medical Center -
b MY-PST DMC Bathfinder E-newsletter [=] Fight-click here to dawnioad pictures. Te halp protect your privacy, Qutiook preventad automtic donnload of
-] Detroit Medical Center 1/23/2020
N it o Ar By: Flag: Due Dat: -
special Message From the Department of I... As we communicated to you late last year, the Accreditation Council for HCNE LAl S
[ Detroit Medical Center 171772020 Graduate Medical Education (ACGME) withdrew accreditation of our gradt Type a new task
Message from Dr. Audrey Gregory, CEO, D.. medical education program in neurological surgery, effective June 2020 T T (P s IS
[ mait - Detroit Medical Center 1/16/2020 =
Message from Dr. sudrey Gregory, CEO, D.. The DMC appealed the ACGME's decision. We have been informed by
5] catendar = gfﬂ":::"::"';“":‘“‘"‘ . 1/9/2020 ACGME that our appeal was not successful. We are disappointed in
athfinder E-newsletter : - ) i _
i - ACGME's decision. We believe that our program substantially complied wi
Contacts &1 Detrait Medical Center 1/8/2020 ANAMF standards and that nur cantinned affarts tn nnfimize the nranram
Message from Dr. Audrey Gregory, CEO, D... 4 m »
o] Tasks 1 Detroit Medical Center 12/23/2019
Message from Dr. Tony Tedeschi, DMC Chi. E] Detroit Medical Center B o
3J D @ - L4 _Detrait Medical Center 12/20/2019 b

Items: 135

Unread: 125 |

[#] online with Microsaft Exchange

- Once you make your selection, it will apply it to your current view.
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