Using Remote Desktop Connection to remotely
connect to a computer on the agency’s network.

Assumptions:

For your agency computer:

· Remote Desktop has been configured by an administrator.

· You know its name (e.g. DELL-FY11-28)

· It is powered on (no need to be logged in)

· Power settings have been adjusted so it doesn’t hibernate or go to sleep.
At the remote location:

· You have a functioning Internet connection.
· You have a computer with Windows 7.
· You have installed the NetExtender VPN client.
· You are not using WiFi.  A direct connection from your computer to your router with an Ethernet cable is required for a stable VPN connection.

Procedure:

1)
Connect to the agency’s network using the NetExtender VPN client (detailed instructions are available).
2)
Run the Remote Desktop Connection program from the Start menu:

Start > All Programs > Accessories > Remote Desktop Connection
3)
Click on the Show Options button.
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4)
Enter your computer name (appended with .pscleanair.org).

Enter your username (preceded by CLEANAIR\) and password.

Click on Connect.


If you receive a security warning, check the box to never see the message again, and click on OK.
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5) 
When you have successfully connected to your agency computer, you will see a blue bar at the top of the screen with your computer name (similar to the example below).  The bar is an indicator that you are interacting within a remote session window on your agency computer.  You are no longer interacting with your local computer; it is operating in the background.
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6)
When you are finished working remotely and you want to return to your local computer, you can either log off from the remote session (from the Start menu) or you can close the remote session window (by clicking on the “X” on the bar).  When you close the session window, you are only breaking the connection to the remote computer.  The remote computer’s state will remain unchanged – open programs will continue to run.  This is the most convenient way to exit the remote session if you plan on working remotely at a later time.
