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First step to log on to Quickhire:

1) Need to make sure the ICA file is on your desktop (ICA file is available on the web at http://ehr.od.nih.gov/hhscareers/install.htm)
2) Next, click on the ICA file located on your desktop.  The screen identified above will appear.

3) Type in the “Citrix Username” provided to you by your superuser.

4) Type in the “password” provided to you by your superuser.

5) Select ‘OK’ and your screen will look like the one that follows.

(If you mistype your password 3 times you will be locked out of the system, contact hhscareershelp@mail.nih.gov) 
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Select the “OK” button.  And the next screen will appear.
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On this screen you will create a new password.  Your new password must be at least 9 characters long.  Passwords may not contain your user name or any part of your full name.  Passwords must contain characters from at least three (3) of the following four (4) classes:


Description 

Examples


-------------------------------------------------------------------


English upper case letters A, B, C, ... Z


English lower case letters a, b, c, ... z


Westernized Arabic numerals 0, 1, 2, ... 9


Non-alphanumeric ("special characters") such as punctuation symbols

Please remember to write your password down somewhere safe.  After you enter your new password and confirm your new password – select “ok”.  Then the next screen will appear.
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Select the “OK” button.  And the next screen will appear.
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This is the Quick Hire log on screen.  Please enter your Quick Hire User ID provided to you by your superuser.  For your password enter:  changeme

Select the “OK” button.  You will see the next screen.
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Select the “OK” button.  (you may delete the check mark where it says “Show this msg next time I log in.”)

This brings you into the QuickHire window:
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Select “Utility” at the top of the screen.  Click “User Manager”.  Below is the next screen that appears.
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Click the button next to “Show as clear text”.  The screen will look like the one below.
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Type your new Quick Hire password in both places (where it says “changeme”).  Passwords cannot be longer than 8 characters. (please write this down in a safe place – quick hire and citrix passwords are case sensitive).  

Click the save button. 

Click the close button.

The next screen will appear.
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Click “ok”.  The next screen will appear.
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When exiting the QuickHire system – always use select:

File and then

Exit to exit the system.  

If you use the X in the upper right corner, you remain connected to QuickHire for a short while, so anyone can use their Citrix logon to get to your QuickHire session using your computer.
THE END

