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Overview

In this tutorial, you will learn how to:

»Save files from the Citrix Workspace App to your personal computer.

*Note*

This guide demonstrates the process of saving files in the Citrix Workspace App, which is the
version of Citrix you can install on your device. We will be using a computer running Windows for
this demonstration.
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Step 1: Open the Workspace App

Open the Citrix Workspace App on your device. You may be required to enter your student ID
number and Viking Portal password to log in.

STUDENT TECHNOLOGY HELP DESK e (562) 938-4250 e sthd@Ibcc.edu  www.lbcc.edu/sthd



Student Information

Letihnﬁllu% Citrix Workspace App | Saving Files To Your Computer Technology
cip ues Services

Step 2: Open a Citrix Desktop

Open your desired Citrix desktop. In this demonstration, we will be using the Adobe Lab.

@ Citrix Workspace — a X

LONG BEACH (I

CITY COLLEGE DESKTOPS

Desktops

All (7)

L4 - L L4 L4 L4

Adobe Lab COS Databases Lab COS Networking Lab COS Programming Drafting Lab Math Lab
Lab

-

Microsoft Office
2021 Lab
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Step 3: Locate Your File

Locate the file you want to save to your personal device. We recommend saving files in a
convenient spot such as the desktop. In this guide, we will be using a Word file titled Test
Document that has been saved to the desktop.

B8 Adobe Lab - Desktop Viewer - O X
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Step 4: Open the File

Open the file. Then, click on the File tab.

Info

Test File
Desktop
Protect Document
.ﬁ’ Control what types of changes people can make to this document.
Protect
Document -~
s Inspect Document
e Before publishing this file, be aware that it contains:
Check for Document properties and author's name
Issues ~
'—'ul Manage Document
Account O‘ #1] There are no unsaved changes.
Manage
Document ~

Feedback

Options
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Step 5: Browse Locations

With the File tab open, click Save As, then click Browse.

L-\\_‘:Z Recent
Q OneDrive
Save As
Save as Adobe |F|:| This PC
PDF S
Add a Place
Print
Browse

Share

Export

Close

Account
Feedback

Options
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Step 6: Choose a Disk Location

Choose the location where you want your file I Save As X
to be saved. To save onto your computer, click € v 1 =R v OO seachThisiC
This PC. Then, select the name of your device. Organize - - @
In this case, the device name is Local Disk (C: ;Pidwes g g g
. o Music |
on ST-LBCC-36). Your own disk name will B videor  bertes o i 2
differ. Click Open' @ Microsoft Word Local Disk (C: on ST-LBCC-36)
@ OneDrive -y
= This PC Local Disk (C:)
& Network v ™= 507G free of 853 GB 5
File name: | Test File v
Save as type: 'Word Document e
Authors:  Michael Compian Tags: Add a tag

[ ] Save Thumbnail

~ Hide Folders Tools ¥ Cancel
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Step 7: Choose a User
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Click on Users, then select the name of the account you are on. In this example, the user for this

device is LBCC-Student. Click Open on each prompt.

File name: | |E38E1E

» Hide Folders

Save as type: Word Document

[ save As be LE| save As
ws *» This.. » Local Disk (.. »
Organize ~ New folder (7] Organize ~ New
&= Pictures Lt &= Pictures
Jd Music D Music
Intel m
B Video Videos
Vickeos MSOffice2019 ‘
@ Microsoft Word PerfLogs & Microsoft Word
Program Files
@ OneDrive Program Files (x86) OneDrive
® This PC Users <8 This PC
Windows
& Network v < > & Network
File name:

A Hide Folders

Tools ~ Cancel

Local Disk (C:... » Users »

folder

~
TS
LBCC-STUDENT
Public

v <

est File

Save as type: Word Document

Cancel
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Step 8: Save on Your Device
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Select a location on your device. In this example, we chose to save the file to the desktop. When

you have chosen a location, click Save.

[ save As
Users » LBCC-STUD.. »
Organize ~ New folder
&= Pictures i
Music

d Musi .ms-ad

B Videos ¥ 3D Objects
ﬂir Microsoft Word a Contacts

Creative Cloud Files

@ OneDrive B Desktop

= This PC ¢ Documents

¥ Downloads

@ Network v <

File name:

Save as type: Word Document

A Hide Folders

Cancel

ﬂ5| Save As

= Pictures
D Music
E Videos

@ Microsoft Word
@ OneDrive
= This PC

& Network

~ Hide Folders

® Hl « LBCC-STUDE.. » Desktop

Organize ~ New folder

~

New folder
R LBCC-STUDENT

v £

File name: | [ESSE1E

Save as type: Word Document
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Alternative Method: Copy & Paste

COPY THE FILE ON THE CITRIX DESKTOP PASTE THE FILE TO YOUR DESKTOP

Open
Edit
New
Print

) Convert to Adobe PDF L
ﬁ% Create and Share Adobe PDF w
E Combine files in Acrobat..

E Scan with Windows Defender...
1& Share Test

Openwith > Document

Give access to

Restore previous versions

Send to

Cut
Copy
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Congratulations!

You have successfully saved a file from the Citrix Workspace App to your personal device!
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Questions?

If you run into any issues, or have further questions, feel free to reach out to us!

» Website: www.lbcc.edu/sthd

» Phone: (562) 938-4250
» Email: sthd@I|bcc.edu
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