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This Quick Reference Card explains how to access ROSS Reports via the FS Citrix Farm, generate a ROSS User Community
Report in Excel, and then save it to your personal computer or laptop.

Under Applications, double-click| =

ROSS 2_13

To log on to ROSS using Citrix - for FS users

1 Start your Internet browser, and then type the appropriate

address in the Address bar: If this is the first time you are using Citrix, double-click the

) National Applications folder, double-click the ROSS folder,
- For FS users with FS computers, and then double-click ROSSv2_13.
type http://ibs.fs.fed.us/Citrix/auth/login.jsp .
On the ROSSHome screen, click

- For FS users with non-FS computers, . )
type https://ibs.fs.fed.us/Citrix/auth/login.jsp Log in as usual, using your ROSS username and ROSS
password.

You must have an Active Directory account to use Citrix.
For more information contact the ROSS Citrix coordinator
Jfor your geographic area.

2 On the Citrix Web Interface Login screen under Login, To exit ROSS and the Citrix Farm

o e fe el ik A On the File menu, click Exit ROSS, and then click
- Active Directory user name

B On the Citrix Web Interface Applications screen, click

- Active Directory password. oo OF d then cl b
. 09 t Int t 2
3 In the Domain box, type DS, and then click | _Log In A TIER 0% YOUT TETEr DIOWSET

ise Production Data Center at Kansas City ws Internet Explorer

[ rttpssjfiosFe.Fed. us/Citixauthflogin jsp @ Cortiicate Enor |[53[#2] [ [¥7 vahool search

Fle Edt Yiew Favortes Tools Help ‘ x Norton - || voron sar sea @ Search ev @. | x &

i Favorkes ‘ (@ Enterprise Production Data Centter at Kansas ity

@ Enterprise Production Data Center at Kansas City

A WARNING *+% WARNING 4k X

i Welcome
Login @ Unauthorized access to this United States Gavernment Carnputer System
and software is prohibited by Title 18, Uniled States Code 1030. This

User name:
To Log in to Enterprise Production Data Center, enter your Username and Password and then statute states that: Whoever knowingly, or intentionally accesses a

-
IF Yoo nat Knion you 10 in Information, plesse Contact your help cesk or eystem sdminies M I 11 AT S0, A

means of such conduct, obtains, alters, damages, destroys, or discloses
Password: Click this link to load the bundled Citrix and thin print client for Windows 2000/XP information or prevents authorized use of data or a computer owned by
[oseesee You will require admin rights to install this package. or operated for the Govermment of the United States shall be punished

by fine under this ftle or imprisonment far not more than 10 years,
Domain: orboth, Al activties on this system and nefwvork may be monftorsd,
s 3 /\essage Center intercepted, recarded, read, copied, or captured in any manner and
disclosed in any manner, by autherized personnel. THERE IS NO RIGHT
e Message Center displays any information or error messages that may occur OF PRIVACY I THIS SYSTEM. System personnel may give to law
enforcement offcials any potential svidence of crimes found on this
Helpful Links: USDA computer systerm. USE OF THIS SYSTEM BY ANY USER,
~lick here for Enterprise Operations system outages and status AUTHORIZED OR UNAUTHORIZED, CONSTITUTES CONSENT TO THIS
MONITORING, INTERCEPTION, RECORDING, READING, COPYING OR
CAPTURING AND DISCLOSURE. REPORT UNALITHORIZED USE TO AN
INFORMATION SYSTEMS SECURITY OFFICER

Announcements:

I = MetaFrame Presentation Server - Windows Internet Explorer,
GE: @[] nittps:ios 5 Fed.usi Citrsiteserault.isp | @ concateeror | [B3[42][x] [ ] Press Yes 1o confinug, or No to ext
Fle Edt View Favorites Took Help ‘ x Norton - || oo s s @ search - @-

i Favntes | @ Metarame Presenkation Server ]

@‘ Enterprise Production Data Center at Kansas City

Applications é o [ (o) Welcome

G ron @ e

To Log in to Enterprise Production Data Center, enter your Usernan

Current folder: \ROSS Log In.
@ If you do net know your log in information, please contact your hel

~$) Click this link to load the bundled Citrix and thin print client for Windows 2000/XP

RoSS 2 13 You will require admin rights to install this package.

Username  [your ross user narme

Password

Reconnect | [ Disconnect | [ Log Off | Message Center

The Message Center displays any information or error messages that may occur.

Helpful Links:
-Click here for Enterprise Operations system outages and status

Announcements:
prosncements:

Proceed to the next task, “To generate a ROSS
User Community Report.”
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To export a report in Cognos to Excel

This task outlines how to generate a sample report for Aircraft
Requests by Incident Number.

1 Run the User Community report of your choice.

2 Complete the Prompt screen for the report of your choice,
and then click
On the File Download dialog box, click

On the Save As dialog box, double-click each folder to
navigate to ds.fs.fed.us T:\DataCenter\citrixX\Home\your
DS username folder\My Documents.

You may also elect to save the report in a subfolder of My
Documents as needed.

In the File name text box, type the name of the report.

VERSION

In the Save as type text box, verify that the report will be

saved as a Microsoft Office Excel 97-2003 Worksheet, and

then click
On the Download complete dialog box, click

2.13

To quickly locate your DS username folder on ds.fs.
fed.us T:

A On the Save As dialog box, double-click each folder to
navigate to ds.fs.fed.us T:\DataCenter\citrix\Home.

B In the Home folder, type the first letter of your DS
username.

The cursor automatically advances to the first folder that
begins with that letter.

C Scroll to locate and then click to open your DS username

ES
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Saveastpe:  [Micosolt Dffice Excel 37-2003 Worksheet

Proceed to the next task, “To save an Excel
ROSS report to your computer.”
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1 OE your personal computer or laptop, start MS Excel, click 7 On the Save As dialog box, save the report to the file

™ . .
“‘Q"?:/ and then click Open. location of your choice.
On the Open dialog box, double-click each folder to navigate You may now manipulate the column widths and other

to ds.fs.fed.us T:\DataCenter\citrix\Home\pour DS formatting in MS Excel as appropriate for your needs.
username folder\My Documents.

To save an Excel ROSS report to your computer 6 In MS Excel, clickGi‘ ' and then click Save As.

Click to select the name of the report, and then click When finished working in Cognos, ROSS, and

On the Microsoft Office Excel dialog box, click Citrix, be sure to close all windows!

As needed, complete the Text Import Wizard dialog boxes.
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