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Using ECF on Citrix 
Getting Started Guide 

Recommended Web Browsers 
Use Microsoft Edge or Google Chrome. Do not use Internet Explorer. 
 
Sign-In Help 
Call (612) 348-6662 
Mon. to Fri., 7 am to 5 pm 
 
Steps Overview 
Follow these steps to install and set up Citrix Workspace to access ECF. Detailed instructions are 
given below. 
 

1. Sign in to Citrix Workspace. 

2. Install Citrix Workspace. 

3. Set up Citrix Workspace Favorites. 

4. Sign in to ECF and SMI. 

 
  

H 
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Signing In to Citrix Workspace 
You should have been set up to sign in using a two-step process, called multi-factor 
authentication. First, you sign in with your user ID and password. Then, you verify your identity. 
 

1. In your web browser (Edge or 
Chrome only), enter 
https://remote.hennepin.us 

2. Enter your Hennepin County user 
name (example: 
jan.maple@hennepin.us) and click 
the Next button. 

 

3. Enter your Hennepin County 
password and click the Sign In 
button. 

 
4. Choose a method to verify your 

identity. 

 

HEt- N EPIN COUNTY 

Sign in 

can I a<'.Cl!SS you, acrounl' 

Back -
I acknowk!<lge & understand the Hennepin County 
policies regarding he use of computer resources. I 
also understand hat inappropriate use is considered 
serious and can resul in discipline, contract 
cancellation and prosecution. 

HEt- N EPIN COuMT'r 

Enter password 

Password 

Forgot my ~ssw°'d 

I aclcnowledge & understand the Hennepin County 
policies regarding the use of computer resources. I 
als.o understand that inappropriate use is conside,ed 
serious and can result in discipline, contract 
cancellation and prosecution. 

HENNE PIN COU NT Y 

Verify your identity 

A Approve a request on my Microsoft 
~ Au henticator app 

@!] Use a verification code 

~ Call +X XXX-XXX-XXSO 

Mote mfor a.ban 

.Are your 1Jenficat1on methoos currerf r C e-clc: at 

htlps:f/al::a.ms/m· se p 

Cancel 
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Installing Citrix Workspace 
Citrix Workspace is software that allows you 
to connect your computer to ECF and other 
applications. 
 

1. On the Welcome to Citrix Workspace 
window, click the Detect Workspace 
button. For the best experience, click 
Detect Workspace. Do not click Use 
web browser. 

 
2. On the Detecting Citrix Workspace 

window, select the I agree check 
box, and click the Download button. 

 

3. Do one of the following: 

• Edge browser: At the top of the 
window, click the Open file link. 

• Chrome browser: At the bottom of 
the window, click the Run button. 

4. On the Welcome to Citrix Workspace 
window, click the Start button. 

 
5. On the License Agreement window, 

select the I accept check box, and 
click the Next button. 

6. On the App Protection window, 
leave the Enable app protection 
check box cleared, and click the 
Install button. 

 
 

  

HENNEPIN COUNTY 

Welcome to Citrix Workspace 

For the best experience, use t he fu ll set of features bundled wit h Citrix 
Workspace for Windows. Click Detect Workspace to get started. 

Detect Workspace 

If you do not want to detect/ insta ll Citrix Workspace you can use the light 
version, with fewer features. in your browser. 

Use web browser 

HENNEPIN COUNTY 

Just a moment, we're detect ing if Cit rix Workspace is 
already insta lled. 

If Cit rix Workspace is detected, you will see a window in a few seconds. 
Please choose Launch Application. 

If no window appears. proceed to download. 

(1)1 agree with the Ci trix license agreement ••@¥• 
Detect agfiln Use web browser Already installed SecuritY. details 

I '8 Citrix Wod:sp11ce 

Workspace 

citrix 

Welcome to Citrix Workspace 

Cttnx Work:SpilCI! ilPP JnstalH sottware that al ows awm. to 
nrtua1 appli<at1on.s th,al; !fOUf or9,:1niz.:, on pri:mdc-s, 
including rnftwa,e th11I allows acceH ta tht .1,pplualiom 
tl'lal use ~,.u brows.er. 

• Allow 11ppliutians ,ll[C-11!':U tO)IO UJ Wll!'btllm .1,nd 
mi aophone. 
•All ow appllcatlons to use your lo ratlon 
• AJJow 1«c1s to lool 1ppli<1 on1 r>uthoru:-ed tr:,,-our 
co mp 11ny. 
• 5.il'e your cred.entlal to H!i!n in automatically, 

Click Sl:art ta s~ up 11nd imlatl Citrix Work:s.paOI! a.pp on 
)'OLJr comput,er, 

~ Caned 

X 

8 Citrix W01kspac,e X 

App protection 

Enoblc ttm ophon to pre-nnt screen upturu of the IIPP. and to 
prol~d it lro m hylogging malw.!ne. 

0 Ernlblt app p1oledion 

warn1no: You cannot dlsablt- thl5 reatvre artu)'Ou tnablt It, To 
dis.sble )'Ou must uninrt;sU Citro:Worksp,1u ,1pp, 
f or rno,e infomiation, tonbd :,our 'J'll tm admini,tralor. 

~ C11ncel 
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8. On the Installation successful 
window, click the Finish button. 

 
9. A message appears asking if you 

want to restart your computer. Click 
the Yes button. 

10. Close the Downloading Citrix 
Workspace window. 

Do not click the Continue button. 

 
 

e Cit,ix WM1:spa<e 

ci~nx. 

../ Installation successful 

Cilek on Ftnlsh to btoin us1no Cltrtx Wortspace: 

L 

I urn em COUNTY 

Dc·Nnload1ng Citrix Workspace ... 

Install C t 'ix 'Nor..:space. on >"OL r machi1, when the download is comple:! . 
Or ce \'Cu've 1nstal!ej C1:nx Wcrkspace, return t ere and cl ick Continue. 

Conunue 
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Setting Up Citrix Workspace Favorites 
In Citrix Workspace, you can set up favorites for your frequently used applications. Favorites 
appear in the upper rows of tiles in alphabetical order. 
 

1. In your web browser, enter https://remote.hennepin.us 

2. Sign in to Citrix Workspace with your Hennepin County user name (example: 
jan.maple@hennepin.us) and password. See Signing In to Citrix Workspace (above). 

3. On the Welcome to Citrix Workspace window, click the Detect Workspace button. 

4. On the Detecting Citrix Workspace window, click the Already installed link. 

 
5. To favorite an application, click the star outline in the upper left corner of a tile. The star 

is now filled in. 

 
 
  

HENNEPIN COUNTY 

Just a moment, we're detecting if Citrix Workspace is 
already installed. 

If Citrix Workspace is detected, you will see a window in a few seconds. 
Please choose Launch Applicat ion. 

If no window appeal's, proceed to download. 

O I agree with the Citrix license agreement ••••• 

~itln Use web browser I Alw!l!Y~ I ~~ 

HENNEP I N COUNTY 
r,· r- "' E 

Good afternoon 
~ ednesday, September 13, 2023 

* * 
ECF-Next 

Desktop App 

Excel 

Desktop App 

H 

* 
Word Access 

Desktop App Desktop App 
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Signing In to ECF and SMI 
1. In Citrix Workspace, click the ECF Next tile. 

 
2. Sign in to ECF with your Hennepin County network ID and password. 

 
  

HENNEP I N COUNTY 

Good afternoon 
Wednesday, September 13, 2023 

* * 
ECF-Next 

Desktop App 

* * 
Excel Word 

Desktop App Desktop App 

County Sign In (i)f--------i(ii SMI Sign In 

Network ID: .... I w_t_o_o_oo ____ __, X 

Password: .... 1 ·_··_··_··_· _____ _. X 

+] S1ignln 

H 

Access 

Desktop App 



Getting Started Guide: Using ECF on Citrix 

7 

3. Sign in to SMI with your State of Minnesota state ID and password. 

 
4. On the ECF case search page, search for any case. 

 
  

Sign In to ECF 

County Sign In 0 (j:1 SMI Sign In 

State ID: 1 x127 I X 

Password: I········ I X 

+) Si>gn In 

HENNEPIN COUNTY •f * oliilo f"'\ S h lll 
\I INNESOTA ec - "'\ earc llll 

Basic Search A 

Case Search 

Source O PRISM 

0 MAXIS 

0 METS 

0 SSIS 

Case ID 1605359 Ix 
Up to 7 digit number 

Search Results 
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5. On the Case Content page, click the name of a content item in the Type column. 

 
6. If the Welcome to IBM Content Navigator window appears, enter your Hennepin County 

network ID and password and click the Log In button. The IBM Content Navigator 
window appears the first time that you view certain content types. 

 
  

HENNEPIN COUNTY •f * 111iii11 n Ill 
MINNESOTA ec .. ~ ,iii 

8 MAXIS Case: 605359 Main Applicant: Brady, Bobby A 

Case Content 

Create Form From 
Template 

Worker 
Communication 

Upload Content 

Send Content 

Sent History 

Case Details 

Address History 

Case Content * 

□ 

□ 

+ Create 

... ... ... 
.:t, Upload .fi Send == Launch 

Type Tit le 

,____ _ ___,I .__I __ __, 
1503A Attachment­
Client's Spenddown 
Q!mgation 

t:I Sent Case Doct1ment 

Welcome to IBM Content Navigator 

User name: 

wfOOOO 

Passw ord : 

I Log i n 

Person Conte 

Program Area 

Person 
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7. If either of these events happen, the installation and setup were successful. 

• The content item opens in a new browser tab. 

 
• A message appears saying you have downloaded content. The downloaded content was 

saved to your Windows Downloads folder. 

 

  

o MAXIS Case: 605359 Main Applicant Brady, Bobby A 

loJ ...... or, r,l! -:~- ► i 4 :-.!J~ Ia ~ .. 

111 1111111 

H 
Hennepin County D462 (03/ 27 

Hum an Serv ices and Public Hea lth Department 
Eligibil ity and Work Supports 
PO Box 107 
Minneapolis, MN 55440-01 07 

Case Information 

Clien t Nam e PMI/MA ID Num ber 

Bobby A Brady 8149501 

□ 
= ~ Mnnth T~nl':itinn 

X 

A You have downloaded content. Please open with the system viewer applica tion. 

n I ,:, Asset 1nrormat1on 
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Signing Out 
1. In ECF, click the Sign Out button on the navigation bar. 

 
2. In Citrix Workspace, click the Account button (upper right corner) and click Log Out. 

 
 
Going Forward 
You have completed the Citrix Workspace installation and setup. 
 
The next time that you want to access ECF, do the following: 

1. In your web browser, enter https:// remote.hennepin.us 

2. Sign in and verify your identity. 

3. In Citrix Workspace, click the ECF tile. 

4. Sign in to ECF and SMI. 

 

ady, Bobby A 

ntent * 
+ Create ~ Upload 

Type 

.fi Send == Launch 

• ... 

HENNEP IN COUNTY 

Good afternoon 
Wednesday, September 13, 2023 

* * 
ECF- Next 

Desktop App 

Tit le 

Exce l 

Desktop App 

* 

I Program Area 

Person 

Word Access 

Desktop App Desktop App 

t 
Refresh List 

V Last 30 Days V 

Received ,.. Modified 

..... 
II"'" 

H 

Account Settings 

About Citrix Workspace 

Log Ou t 
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