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Agenda
 How to have a good day!
 Remote Connection Options: Citrix and Pulse Secure
 Collaboration tools: WebEx, Polycom, Skype for Business, 

Jabber
 Desk Phone Forwarding
 Box: Sharing files securely
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How to have a good day –
Prepare and Practice!
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How to have a good day – Prepare and Practice!

The most common issues that cause delays, frustration, IT Help Desk calls:

 Test tonight! Don’t wait until the morning of to try something for the first time.
► Have a laptop? Take it home and test Pulse tonight!
► Using WebEx or Polycom or Jabber? Set up test sessions and test them today.

 RSA token + PIN: Know how to use it; don’t forget it! 

(Convert to the iPhone app!)

 Forward your desk phone

 Do not use Citrix to lead or participate in 

WebEx/Polycom audio/video. Use your iPhone, iPad 

or laptop.
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Remote Access
• Pulse Secure for Fund Laptops 

• Citrix for everything else
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Pulse Secure is software on your Fund laptop. It creates a secure 
connection between the Fund network and Fund laptops when 
away from headquarters.

Why use Pulse?
 It lets you use your laptops as if you are in the building
 Use resources on your laptop – local files, browser 

bookmarks, any special software, etc. – which aren’t 
available via Citrix

Limitations: There’s a very small number of applications that do not 
work over Pulse, including EcOS or RDP. Use Citrix for these.

Pulse Secure for Fund laptops
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 Go to Start/All Programs/Remote Access Services/Pulse Secure

How to Access Pulse Secure
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1. Launch Pulse Secure

2. Select Connect

3. Enter username and 
network password as 
prompted

4. Enter PIN and RSA 
SecurID

5. Click Connect

How to Connect to Pulse Secure
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 Use the U and Q drives to access the departmental folders/shares

 Performance navigating drives and folders depends on the quality of the 
network connection

 Can be frustrating to work with very large files
e.g., don’t open three 6gb .PST files

Access network shares on Pulse Secure
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Why use Citrix? 
• Access common applications: DM, the 

intranet, My Documents, etc.
• Use it to connect to your Fund desktop via 

RDP.
• Best for remotely working with large files on 

network shares.

Get started with Citrix
How to get started
• Visit https://remote.imf.org from any Mac or PC.
• A personal PC/Mac needs a Citrix Receiver 

plug-in. Visit remote.imf.org and click on the 
Support page for installation instructions.

https://remote.imf.org/
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Launch a desktop or an app
 Launch a Fund-standard desktop and access Outlook, DM, Intranet, My 

Documents, etc. OR 
 Launch an individual application for quick access
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 Citrix will map all the drives based on your user profile. 

 Performance is great as the files stay in Citrix. That is, larger files don’t have to 
transfer to your local PC as with Pulse.

Access network shares on Citrix
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Do you have a Fund laptop? 
 Yes  Take it home and use Pulse to connect and work
 No  Use a personal computer to connect via Citrix. You can use RDP to connect to your 

Fund desktop

Either way, test your choice tonight and verify. Call ext. 36631 for support.

Pulse vs Citrix

Platform Fund Laptop Personal/home 
computer

Note

Citrix Access to applications dependent 
on DM
RDP to a Fund machine
Print to personal printer/Fund 
network printer

Pulse Secure Offline access on Outlook
Print to Fund network printer
Access to applications & 
documents on Fund machine
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If your Fund computer is in the office, use your home computer to connect to it via Citrix!

Remote Desktop Protocol (RDP)

Why use RDP?
Your Fund computer is at HQ and …
 You need to use some applications that are 

installed on your Fund PC but are not installed on 
Citrix

 You have a desktop, not a laptop, but prefer not to 
use the Citrix desktop

 You need to access files on your PC’s desktop, 
your browser favorites and such

Be prepared before you leave HQ
1. Your Fund workstation should be powered on and 

connected to the network 
2. You must know your computer's name. 
 Windows 10: Start > File Explorer. Select This PC and 

the name should show. Or right-click it and select 
Properties.

On a personal computer … Log into Citrix Select Apps/Remote Desktop Follow the prompts to enter credentials Access your workstation 
at HQ
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1. At home, connect to Citrix as previously 
described. Note the two tabs. Click the Apps
tab.

2. Click on the Utilities tab and then on Remote 
Desktop Protocol.

RDP Steps
3. Follow the prompts. Enter credentials and 

your workstation ID as prompted.
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Collaboration Tools: 
Polycom, WebEx, Jabber, and 

Skype for Business



IMF | Information Technology 17

 Make sure you are in a quiet location.
 Use a handset or headset. Avoid speakerphone – they introduce background.
 Mute your phones when you are not speaking.
 Use the fastest Internet connection available. If no good Internet speeds are 

available, participate solely via telephone. 

Best Practices
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When to use each?
Polycom
 Primary choice for secure video

conferences

 Within dedicated conference rooms or 

via mobile devices

 When non-Fund remote users have 

Polycom capabilities

WebEx
 Primary choice for secure audio conferences

 Very easy for many people to call in

 Share a document/application window on 

screen and discuss as a group

 Use easily with Fund or non-Fund people

 Instant message with coworkers

 Share a document/application window

Skype for Business
 When travelling, make secure and 

cheaper phone calls

Jabber
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Create a WebEx Meeting

WebEx is a tool that enables you to schedule audio meetings directly from within Outlook.

Schedule a Meeting
1. Open an Outlook meeting invitation.
2. Add the normal meeting details (participants, 

location etc.)
3. Click Add WebEx Meeting.
4. Click Send to create the appointment. 
5. Meeting attendees will receive an appointment 

with the call-in details.
OR, select Meet Now to immediately create a for 
immediate use. You will receive an email with the 
meeting information that you can forward to 
colleagues.
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Join a WebEx Audio and Online Meeting
If you are invited to a WebEx meeting, it will contain all the information you need to connect 
to the meeting.

 Call 202-623-0498 (x30498) and 
enter the Meeting ID when 
prompted.

 If the presenter is going to share 
their screen, click the hyperlink to 
open WebEx application.

 When prompted, click Join to join 
the meeting and see the shared 
screen.
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Tips for a good WebEx experience

When you are the host:
Large meetings with several participants might have 
background noise which might interfere with the 
meeting.

a) Use the Mute function to minimizes audio 
interference from the attendees by muting 
audio for all participants except the speaker.

b) Disable Exit/Entry announcements on your 
meeting.

Mute/Unmute
participants.

When you are a participant:
a) Mute your mic or phone whenever you are 

not speaking to eliminate background 
noise.

b) When connecting from your home 
computer, open the WebEx link in a 
browser on your home computer or mobile 
device. Do not launch it in Citrix.

c) For audio: Select Call-me and enter your 
phone number (house phone or iPhone).

d) Do not play the audio through Citrix.

Select no tone to 
disable entry/exit 
beeps.



IMF | Information Technology 22

Polycom
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Polycom is a specific brand/type of videoconferencing technology. 

Polycom accounts are required to:
o Schedule an IMF Polycom conference
o Log into the Polycom RealPresence desktop or mobile app

Polycom account NOT required to:
o Join IMF VTC bridge from in-room VTC unit
o Join a call using Polycom mobile app as a non-IMF user (skip sign-in)

What you need to know about Polycom
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Polycom Videoconference: 
How to Get Ready

1. 
Request 
Account

• Go to http://IMFVTC and click on Request Your Account.
• A confirmation email will be sent to you once your account is setup. 

2. 
Installation

• Fund workstation: 
• Install Polycom Conferencing for Microsoft Outlook via Software Center to 

be able to schedule VTC meetings via Outlook. 
• Fund laptops have Polycom RealPresence app installed. Desktops will 

require installation from Software Center. 
• Fund iPad/iPhone:

• Polycom RealPresence app via FundAppStore
• **Refer to the Quick Start Guides on http://imfvtc for instructions**

3. Initial 
Sign-in

• Sign into Polycom on your Fund workstation and Fund iPad/iPhone.
• **Refer to the Quick Start Guides on http://imfvtc for instructions**

http://imfvtc/
http://imfvtc/
http://imfvtc/
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Attend a Polycom session from your Fund PC
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Attend from your iDevice
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Frequently 
Asked 
Questions

 For instructions and other 
information, visit http://imfvtc

 Contact the IT HelpDesk via phone 
(202-623-6631) or email 
(ithelpdesk@imf.org) for technical 
related issues.

 For inquiries, email imfvtc@imf.org. 

http://imfvtc/
mailto:ithelpdesk@imf.org
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Skype for Business
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• Great for instant messaging with 
colleagues

• Sharing your desktop or an application  
window for instant collaboration 

Skype for Business
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Jabber
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About Jabber

1. Download from Fund AppStore.

2. Sign in with your email account.

3. Start using.

Why use Jabber?

• Jabber is an app for your Fund-connected iDevices that allows you 

to make and receive calls using your office extension.

• The phone number associated with Jabber is the same as your office 

desk phone (202-623-xxxx). 

What is Jabber? Installation and Set up

• Five-digit dialing and directory lookup for HQ extensions.

• Phone calls from Jabber to U.S. numbers are free.

• Phone calls from Jabber to international numbers are much less expensive than roaming voice calls.

• Calls between Jabber users are encrypted.
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Forward your Desk Phone
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From your desk phone:

1. Press the Forward all soft key. 

2. When you hear 2 beeps, enter your alternate telephone number. 
 Forwarding to an external number? Be sure to enter a 9 in front of the number.

Away from HQ:
Use Citrix or Pulse to connect and then do this:

How to Forward Your Desk Phone

1. Go to http://phoneoptions.
2. On the left, select Call Forwarding.
3. Check the box. Click the dropdown menu and 

choose Add a new number. 
4. Type in the number that you want to forward calls 

to. 
• Forwarding to an external number? Be sure to 

enter a 9 in front of the number.
• NOTE: You may forward your office phone to 
any domestic long distance number. 

5. Click Save at the bottom. 

http://phoneoptions/


IMF | Information Technology 34

Box
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• Fund-approved, secure, cloud-based file 
sharing and storage solution for  
documents including Strictly Confidential

• Use it to securely share files (up to 15gb 
each) with internal and external partners.

• Access files at work or home on iPhone, 
iPad, Fund workstations and web

• Collaborate in real time on the same 
document

• Unlimited storage

What is Box?
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1. Visit  http:/WorkingWithBox.

2. Read and accept the Terms and Conditions.

3. Follow guidance in Welcome email.

4. On your Fund workstation or Citrix, visit imfbox/ to begin using Box. On your home PC, visit 
www.imfbox.box.com and use your Fund credentials to log in. 

5. Set up Box on your Fund workstation and iDevices:
 Install Box Edit (any PCs)
 Install Box Sync (Fund Managed PC)
 Install Box for EMM (Fund Managed iDevices) from the FundAppStore

New to Box? 

http://workingwithbox/
http://intapps.imf.org/depts/TGS/IR/eProvision/TermsConditions/Box/TermsConditions.aspx
http://imfbox/
http://www.imfbox.box.com/


The key to a 
successful 
WFH day:

• Bring your RSA SecurID token and (if 
applicable) your Fund laptop.

• Days beforehand, practice connecting from 
home: Ensure all software is updated so you 
can connect with no issues. 

• Practice tonight at home as if your boss is 
depending on you!

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&ved=0ahUKEwjR_qrQvu7ZAhXJl-AKHRaNCCMQjRwIBg&url=https://housing.umn.edu/files/key-icon&psig=AOvVaw225y8KXC1Jw0nvkVpYVAE-&ust=1521208825888345
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