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1.Log in

Step-by-step plan logging into the Cloud

1. Visit the website: https://werkplek.ew.nl

2. Log in with your username and password.

3. Click on the desktop icon.

The Cloud environment is now being booted.

2.Log out

Step-by-step plan logging out of the Cloud

1. Click on start, see icon on the right.

2. Click on the arrow to the right.

. Humannet
King
Microsoft Office 2013
| Microsoft Visio 2013
0AP
| Poolmanager
| RES Workspace Manager-instelingen
Startup
. Time Connect
TOPdesk v

Q[

3. Choose to | Time Connect

unsubscribe or | TOPdesk

Refresh workspace

sign out. Q

Sign out

Go to Start Screen
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3. RES Workspace Manager: new applications

When logging in, the window below may appear. Here it is indicated which new applications have

been made available for you. You can run the application directly from this window or click 'OK'
and later start the program from the start menu.

&E U kunt de volgende nieuwe applicaties in uw workspace gebruiken:

Nieuwe applicatie: Omschrijving:

| [internet Explarer
Cognos

Connexys

Easy Access

Easy Access Acceptatie
Emis

Emis Acceptatie =
EMIS-0ffice Locatie:
E-Transacction Acceptatie @ Start
E-Transaction =) Programs
FlexDocument @ Blinke
FlexService Iniker
FlexService - Administrator
FlexService - Import

Free DWG Viewer

Uitvoeren

4.Change password

Do you get the message that your password is about to expire and you need to change it? In the
step-by-step plan below we explain how to do this.

Step-by-step password change

1. Atthe top of your screen you'll see a black bar in the middle with a dot and an arrow,
click on it.
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2. Click on the button 'Ctrl + Alt + Del', as shown below.

[ ] B Ly

Home Jesktop -ML- | Cirl+Alt+Del Preferences

3. Choose ‘Wachtwoorden wijzigen’.

4. The form below appears. You must enter your old password, enter a new password and
confirm your new password.

Wachtwoorden wijzigen

TBO\test01
Oud wachtwoord
Nieuw wachtwoord

Bevestig het wachtwoord

Aanmelden bij: TBO

5. Printers

The printers that are assigned to you depend on where you log in. If you log in to the head office
in Arnhem, you will be assigned the printers that are available there. If the default printer you are
assigned is not the right one and you want to change it, you can do this as follows:

Step-by-step plan adding printers

1. Inthe start menu there is a folder called 'RES Workspace Manager instellingen'. It contains
an application called ‘Printerinstellingen’. Open this application.
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I Mijn standaardprinter

Eigenschappen
g Naam:
= e

Driver:
Poort:

Opmerking:

Printerlocatie:
Naam dlient:

Mijn locatie:

Hoofdkantoor zwart op thodoeps01

Verwijderen uit lijst met standaardprinters. ..

Mijn huidige standaardprinter

oofdkantoor zwart op thodoeps01
rinter Blue Wave (Finance) op thodoeps01

'%' Hoofdkantoor kleur op thodoepsi1

2. Right next to the available printers, select the printer you want to set as default and then
click the ‘Als standaard printer instellen’.

I | Als standaardprinter instellen. .. ‘ I

Hoofdkantoor zwart op thodoeps01

Printer Blue Wave (Finance) op thodoeps01

Netwark

RICOH PCL6 UniversalDriver V4.3

172.16.216. 16

Zutphen, Blue Wave

n.a.

n.a.

===

Uw standaardprinter is gewijzigd.

(®)alleen voor de huidige locatie onthouden;

(") voor alle locaties onthouden

e Wijzigingen van de standaardprinter niet
registreren

3. You will be asked whether you want to change it only for the current location or for all
locations. Make your choice and click 'OK'. If you choose all locations (voor alle locaties
onthouden) then that will be the default printer regardless of where you log in.

| OK || Annuleren |

4. Click 'OK'" again to exit the printer settings.
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6. Create desktop shortcuts

6.1 Shortcut to a program

It is not possible to create a desktop shortcut from the start menu. However, you can choose
which programs you want on the desktop by executing the following steps:

Step by Step plan creating shortcuts to a program

1. Inthe start menu there is a folder called 'RES Workspace Manager-instellingen'. It
contains an application called Workspace settings. Open this application.

. FIF

. Humannet

. King

. Microsoft Office 2013
| Microsoft Visio 2013
| OAP

| Poolmanager
| . RES Workspace Manager-nstellingen

Printerinstelingen. ..

. Time Connect

Q >

2. Choose the 'Bureaublad' tab at the top of the application.
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3. Onthe left you see all the applications you have in the start menu and on the right you see
the applications you also have on the desktop. You can now add applications to the
desktop by selecting the application on the left and pressing the '>' button.

Menu StartI Bureaublad | Aan detaakbalk vastmaken  Opstarten  Opties  Diagnostiek  Owverige

BEY [Feeicates mmena: | Applicaties op het bureaublad:
]
Adobe Reader XI ~ Blinker
Cognos Care4
Configuratiescherm Deze PC
Connexys Easy Access
Easy Access Acceptatie | Excel 2013
Emis FlexService - Administrator
Emis Acceptatie FTP (EW400)
EMIS-Office FTP (I5ACC)
E-Transacction Acceptatie Internet Explorer
E-Transaction bl | OAP
FlexDocument Outlook 2013
FlexService Poolmanager
FlexService - Import Powerpoint 2013
Free DWG Viewer QOLS
Humannet
Image Resizer
King
King Webshop Synchroniseren
Kladblok
Knipprogramma b
[l beschidhare appicaties op het bureaublad plastsen:

Annuleren Instellingen nu doorvoeren

4. Have you finished adding or removing applications? Then you can choose to make the
changes directly by clicking on the ‘Instellingen nu doorvoeren' button. If you do not do this,
the changes will only be applied the next time you log in.

Menu Start | Bureaublad | Aan detaakbalk vastmaken  Opstarten  Opties  Diagnostiek  Overige
Applicaties in menu: Applicaties op het bureaublad:
Adobe Reader X1 ~ Blinker
Cognos Cared
Configuratiescherm Deze PC
Connexys Easy Access
Easy Access Acceptatie Excel 2013
Emis FlexService - Administrator
Emis Acceptatie FTP (EW400)
EMIS-Office FTP (154CC)
E-Transacction Acceptatie Internet Explorer
E-Transaction OAP
FlexDocument Cutlook 2013
FlexService Poolmanager
FlexService - Import Powerpaint 2013
Free DWG Viewer QOLS
Humannet
Image Resizer
King
King Webshop Synchroniseren
Kadblok
Knipprogramma hd
[Tl beschidhare apicaties op het bureaublad plaatser:

Annuleren I Instellingen nu doorvoeren |
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6.2 Shortcut to afile or folder

There are several ways to create shortcuts to various files and folders for the desktop. The easiest
way to do this is described below.

Step-by-step plan shortcut to file or folder

1. Go to the file or folder of which you would like a shortcut.

2. Right click on the file or folder.

3. Choose ‘Kopiéren naar’ and then ‘Bureaublad (snelkoppeling maken)’. There is now a
shortcut on your desktop to the corresponding file or folder.

CEOCUEN  stat Delen  Beeld

® = 1 Ll » Dezepc » Documenten » v| ¢ | | Zoekenin Documenten

¢ Favorieten Naam Gewijzigd op Type Grootte

FTP 06-06-2014 13:33 Bestandsmap

Openen
In nieww venster openen
Afmelden Test01 (TBO\test01)
Workspace vemieuwen
Vorige versies terugzetten

Vastmaken aan Start

Bureaublad (snelkoppeling maken)

E-mailgeadresseerde

Knippen
1 Gecomprimeerde (gezipte) map

A test01.TBO (\\tbodoefsOT\userss) (H:)
Emis Office (P:)

Kopieren

Snelkoppeling maken

Verwijderen

Naam wijzigen

Eigenschappen
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7.Copying files to and from the computer

It is no longer possible to copy and paste files from your computer locally to and from the new
environment. To save files locally on your laptop or PC, go to 'Deze PC', as shown below. There
you can open the local disks and any USB stick(s) you connect. Now you can copy to and from
the local disk or usb stick.

=1 3

Bestand Computer

[ Favorieten
B Bureaublad
4 Downloads
‘] Recente locaties

18 Deze pc

“! Netwerk

12 items

Beeld

T % b Dezepc b

+ Mappen (b)

h Afbeeldingen

E & Documenten

u Muziek

AN v} Zoeken in Deze pc

Desktop

Downloads

videos

wEN

l+ Apparaten en stations (4)

[ 2]
<. CD/DVD Drive (D: on EWLAP599)

~ - Local Disk (E: on EWLAP389)

= > Local Disk (C: on EWLAP339)

= o Local Disk (G: on EWLAP389)

4 Netwerklocaties (2)
test01.TBO [\tbodoefsDT\usersS)

= )
-

~ Emis Office (P:)
7 |

-ﬂ 393 GB van 399 GB beschikbaar
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8. View Desktop

If you have several applications open, you want to quickly return to your desktop and minimize all
open programs, you can do this in the following two ways:

1. You can use the hotkey 'Window key + D'.

Or
2. You can click on the taskbar on the far right next to the time, see below.

PAGINA1VAN1 OWOORDEN NEDERLANDS (STANDAARD) 2] B -——+———

16:21
== rpd @ X3 ou NP 466001

9. RES Workspace manager: Other

The RES Workspace manager allows you to customise the start menu, desktop and taskbar. You
can also indicate here which programs you want to start directly and automatically after logging in.

You can start the Workspace manager as follows.
1. From the start menu, click the ‘RES Workspace Manager-Instellingen’ folder and then click
Workspace-instellingen.
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9.1 Start menu

When you start the Workspace manager, it will be on the Menu Start tab by default. By default, the
option ‘Alle beschikbare applicaties in menu Start weergeven’ is also checked. You can only

change your stat menu if you uncheck this option.

Step by step plan start menu adjustment

1. Make sure the RES-Workspace manager is in front of you.

2. Uncheck the option ‘Alle beschikbare applicaties in menu Start weergeven’.

[Feschikbare appicates:

Menu Start | Bureaublad  Aan de taakbalk vastmaken

3. Inthe list of available applications on the left, choose the application you want in your start
menu and then click the ">' button. The application is now on the right side of the list of
applications in the Start menu.

Opstarten  Opties  Diagnostieck  Overige

Applicaties in menu Start:

Adobe Reader X1

Blinker

Cared

Cognos
Configuratiescherm
Connexys

Deze PC

Easy Access

Easy Access Acceptatie
Emis

Emis Acceptatie
EMIS-Office
E-Transacction Acceptatie
E-Transaction

Excel 2013

FlexDocument
FlexService

FlexService - Administrator

FlexService - Import
Free DWG Viewer

¥

[] Alle beschikbare applicaties in menu Start weergeven

Annuleren Info...

Instelingen nu doorvoeren

4. When you have finished adding or removing applications, click on 'Instellingen nu
doorvoeren' or close the program and the changes will be made the next time you log in.
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9.2 Attaching programs to the taskbar

You can pin programs to the taskbar. This ensures that when you close a program, it still remains
in the taskbar and you can quickly start the program. Here is an example of what this looks like for
PowerPoint, Word, Excel and Outlook.

1. Make sure the RES-Workspace manager is in front of you.

2. Go to the ‘Aan de taakbalk vastmaken’ tab.

3. You can now choose an application on the left and add it to the applications that are
attached to the taskbar by clicking the '>' button.

4. When you have finished adding or
removing the desired applications, MenuStart  Bureaublad | Aan de taakbalk vastmaken | Opstarten  Opties  Disgnostick  Overige
click on 'Instellingen nu doorvoeren' or W ’*";“Ed 5] s o e bl

Blinker Outlook 2013
close the program and the changes G a7

wateschern =
will be made the next time you log in. 5222? z

ooy Access Acceptatic <

Enis Acceptte ]

EMIS-Office

E-Transacction Acceptatie

E-Transaction

FlexDocument

FlexService

FlexService - Administrator

FlexService - Import

Free DWG Viewer

FTP (EW400)

FTP (15ACC)

Humannet v

Annuleren Info... Instelingen nu doorvoeren
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9.3 Start application at login

You can choose to have one or more applications start immediately at login. For example, you can
have Outlook start up directly and automatically when logging in.

Step by step plan start applications automatically

1. Make sure the RES-Workspace manager is in front of you.

2. Go to the ‘Opstarten’ tab.

3. You can now choose an application on the left and by clicking the ">' button you can add it
to the applications that will be launched immediately at login.

4. When you have finished adding or removing applications, click on 'Instellingen nu
doorvoeren' or close the program and the changes will be made the next time you log in.

9.4 Switch left and right mouse button

Step-by-step plan change mouse buttons

1. Make sure the RES-Workspace manager is in front of you.

2. Go to the ‘Opties’ tab.

3. Check the option ‘Linker- en rechtermuisknop verwisselen' if you want to switch the buttons
or off if you don't want to anymore.

= Workspace-instellingen E3

4. Click on ‘Instellingen nu
doorvoeren’ to make the change.

Menu Start  Bureaublad  Aan de taakbalk vastmaken ~ Opstarten | Opties | Diagnostiek  Overige

o= Screensaver actief na: 60 minuten

4%

I [ Linker- en rechtermuisknop verwisselen I

Geef een waarschuwing indien mijn standaardprinter is gewijzigd of ontbreekt
[] Geen beveiligingsberichten meer tonen

Taal: Dutch v

Opmerking: Wijzigingen in de instelingen voor de tackbalk
worden pas de volgende keer dat u zich aanmeldt uitgevoerd.

8 Wachtwoord wijzigen. ..

Annuleren Info... Instelingen nu doorvoeren
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