Copying your internet shortcuts
If you haven’t brought your GSA laptop home and you’d like to have access to the same Internet web bookmarks/shortcuts that you use in the office, you can copy these to your H drive to make them accessible to you in Internet Explorer via the National Citrix Farm.  
To do this:
1) Open 2 ‘My Computer’ windows on your desktop
2) In the 1st window, drill down to 
C DRIVE  DOCUMENTS AND SETTINGS  YOUR NAME (ie: AlfredENeuman).  
When you get this far down, you should see a folder with an icon that looks like a STAR.  
3) In the other window, drill down to H:\
4) Your desktop should look something like this:
[image: ]
5) RIGHT click on the FAVORITES star icon and select COPY (DO NOT MOVE!).  
6) Now, go to the H:\ window and anywhere in the white space, RIGHT click and select PASTE.
7) You may already have an older copy of your favorites copied by you or someone else already in your H drive.  If you do, you may get a message asking if you want to overwrite the existing files.  Say YES TO ALL.  
8) You now have a copy of your internet favorites on your H drive.   You may wish to do this a couple of times a year to ensure that any new favorites are copied to your H drive for use when teleworking.  
To use these favorites
  To use these favorites that you’ve copied when teleworking, log into the Citrix Farm at 
https://gsa-apps.gsa.gov.
1) When your list of applications comes up, you should see WINDOWS EXPLORER.  This is the same as the Windows Explorer at home, except that it also gains you access to your saved Internet shortcuts as well as access to other files located on the network.  

2) When Windows Explorer comes up, find your H drive.  In the H drive, you will find a folder called FAVORITES.  Open this up.  You now can look around for the internet shortcut of your choice.  When you find it, DOUBLE CLICK on it.  This will open Internet Explorer in Citrix and your requested website will come up.  
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