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SHORT DESCRIPTION: Guide on how to use RDP

DEPT or DIVISION
AFFECTED:

All Agencies

Note: It is recommended that you are using a hardline connection when working
from home to help with network connectivity and speed. If you are unable to then
you can connect to a wireless network.

If you are using GlobalProtect VPN please allow 60 seconds to pass before
trying to remote connect to a system in the office. This time is needed due
security measures that are in place and need to run before GlobalProtect is fully
connected.

Getting Your Office Computer Information

e Step 1: On your system located in the office look for the Computer Info (Gold Star) icon on your desktop.
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e Step 2: Once it is opened write down Computer Name and the Domain name in case it is needed.
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% C '
[ Computer Info
Computer Name: 2UATZ22CFT
Domain: RIWCOCAORG
IP Address:
| Operating System: Microsoft Windows 10 Enterprise
Computer Model: HP Z2 Mini G3 Workstation |
Uptime: 8 days, 8 hours, 17 minutes, 3 seconds |
Image Version: nfa
User Info
Usemame: |
Domain- RIVCOCA ORG '
Profile C\Users\blayton

e Step 3: Make sure to leave your office computer turned on. If you shut it down, you will not be able to
remote into it.

Accessing Your Office Computer from Home

e Step 1: Once you are home and logged into the VPN (i.e. Cisco AnyConnect or Global Protect) Please see
VPN Connection Instructions

e Step 2: Now click in the search bar in the lower left corner of your screen.

£ Type here to search

o Step 3: Type Remote Desktop Connection in the search bar. Now click on Remote Desktop Connection from
the menu.
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Step 4: A window should now come up where can enter the name of your office computer. You may have

to type the computer name followed by the domain name. Example: ITD80264Q2.RIVCOCA.ORG (Your
domain name may not be Rivcoca.org)

| Remote Desktop
¢ Connection

Computer: | ITOB02640G2 ivcoca.ong e

lIsername:  Mone specified

You will be asked for credentials when you connect.

tx ' Show Options Connect Help
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o Step 4: Once you have entered your computer information click connect. You should now have a pop up asking
for you to enter your credentials. Enter your username and password then click OK.

Windows Security

Enter your credentials

These credentials will be used to connect to
ITD8026402.nvcoca.org.

Comain: RIVCOCA

e Step 5: You should now be connected your computer located in the office. You can determine this by the blue
bar located at the top of the screen that will have your computer name displayed on it.

TOE02640 2 rivcoca.org



