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Remote Access to PeopleSoft and H Drive for Staff (Windows 

Compatible devices) 

1. In a Browser address bar, type this link: https://thenest.unitec.ac.nz 

 

Note: You can also use the public website http://www.unitec.ac.nz/ , click on Staff link found at 
the bottom of the page, click on Staff Portal Links, click on PeopleSoft Links. 

2. In a Browser address bar, type this link: https://remoteapps.unitec.ac.nz   

Note: You can also use the public website http://www.unitec.ac.nz/ , click on Staff link found at 
the bottom of the page, click on Staff Portal Links, click on My Files. 

This will open a new login window, for example - 

 

3. In Domain\user name box, type: your Unitec email address (eg jbloggs@unitec.ac.nz) 

4. In Password box, type: your regular Unitec password 

https://thenest.unitec.ac.nz/
http://www.unitec.ac.nz/
https://remoteapps.unitec.ac.nz/
http://www.unitec.ac.nz/
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5. Click the Sign in button. 

This will open a window showing available Apps, for example –  

 

 

6. Double-click the File Explorer H Drive (Staff) icon 

 

7. If asked to confirm your login credentials, enter your Unitec Password and click OK 

 

 

Please Note:  
 If using IE or Edge Browsers, your system may require you to select Open at the bottom of 

the screen. 

 
 

 If using Chrome Browser, then you will need to navigate to Downloads folder and double-
click on the file named cpub-explorer__1_-RemoteApps-CmsRdsh 
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 If using Firefox Browser, you will be presented with the following dialogue, click OK 

 
 

 

You will then see the RemoteApp window - 

 
 

8. Click the Connect button. 

Your H Drive access will appear in a remote window –  

 

9. When finished click on red cross in top right corner of the window  
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10. Click the Sign out button to end the connection 

 

Additional Notes: 

Staff can create folders, using Home tab and selecting New Folder (a few seconds delay may occur 

before this appears), right click on New folder and select Rename.   

Add new files by opening a file and saving temporarily on your local computer, then copy (Ctrl + C) 

from your local computer and paste (Ctrl + V) into the H Drive folder you want to save to.  If it 

doesn’t appear, click F5 (refresh), use the up arrow        then go back into the folder.  

If there is a delay in connecting or WIFI strength, you may get the message below.  Just click OK, 

then double-click to open H Drive.  

 

When opening existing files, you need to Accept any Microsoft Office License Agreements to 

proceed. 

 

Clicking on the View Agreement displays the following - 
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Remote Access to H Drive for Staff (Mac OS devices) 

Unitec managed Mac OS devices should have Microsoft Remote Desktop installed. If your 
device does not have this free app installed, you can install it from the Unitec Self Service app. 

 

1. Using Launchpad or the Applications folder, double click on the Microsoft Remote Desktop icon 
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You will be presented with an information window

 

Click on the Workspaces tab

 

Click on Add Workspace 
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2. Type in remoteapps.unitec.ac.nz and click Add 

3. Select Add User Account from the drop down menu

 
4. In Username box, type: yourusername@unitec.ac.nz 

In Password box, type: your regular Unitec password 



10 
 

 
5. Click the Add button. 

 

6. You will return to the Workspace screen where you will need to click Add again. 

 

 

This will open a window showing available Network drives for example –  
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Note: Most staff will be able to see only the H Drive  

 

 

7. Double-click the File Explorer - H Drive (Staff) icon 

 

You may experience a brief delay as the connection is established and see the following: 
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8. Your H Drive access will appear in a remote window 

 

You can now navigate and locate files on the H drive. 

Within folders to which you have access rights, you will be able to create, open, edit, save and 

delete files. 

Creating, opening, editing and saving files will use apps built in to the Remote Desktop App, not 

apps on your local machine. 
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9. When finished, quite the Microsoft Remote Desktop  app. 

 
 

 

Additional Notes: 

After initial setup, Microsoft Remote Desktop app will automatically take users to the H drive 

Workspace (you don’t need to follow these steps again after initial setup). 

NB – the locations displayed when saving a document or inserting content will be H drive locations 

and not local locations on your device. 

You must create and edit within the Microsoft Remote Desktop app, you cannot create content on 

your desktop or elsewhere locally and drag onto the H drive via the Microsoft Remote Desktop app. 
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Skype for Business for Staff 
 

1. In a Browser address bar, type this link: https://thenest.unitec.ac.nz 

Click IT – Information Technology under Services Tab 

 

  

https://thenest.unitec.ac.nz/
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Then Reference Guides under IT – Information Technology  

 

User Guide of Skype for Business and FAQs as highlighted in Yellow 
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To Change Password 

 

To change your password go to theNest and from the quick links click on Staff Portal > 

Change Password. 

Alternatively use this 

link:https://account.activedirectory.windowsazure.com/ChangePassword.aspx. 

Mac Users: After you have reset your network password you will need to update your 

Keychain password. This can only be done while your computer is connected to the Unitec 

network. Instructions to update your Keychain password can be found here. 

Password Rules for Staff 

  Must be between 8 and 16 characters  

  Must be changed every 90 days  

  Must not be the same as the last 10 passwords  

  Must contain 3 out of 4 of the following:  

-uppercase letters such as A, B, C 

-lowercase letters such as a,b,c 

-numerals such as 1, 2, 3 

-special characters such as $, ?, & 

How to change password via Office 365 or when off campus  

1. Login to your Office 365 account https://login.microsoftonline.com/  

2. If prompted, enter your Unitec email address 

3. If prompted, enter your current password 

4. Click the Settings button 

5. Click on the Password link 

6. Enter your current password in the Old password field 

7. Enter your new password in the Create new password field 

8. Re-enter the new password in the Confirm new password field 

9. Click the Submit button. Update your password on Microsoft applications 

 

After changing your password and then accessing other Microsoft applications, you may be 

prompted for your new password. Enter your new password and you can optionally choose to save 

password.  

  

file:///C:/Users/SRAVI/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/IVYTC2F1/thenest.unitec.ac.nz
https://account.activedirectory.windowsazure.com/ChangePassword.aspx
https://thenest.unitec.ac.nz/TheNestWP/wp-content/uploads/2018/06/Mac-Keychain-After-Password-Reset.pdf
https://login.microsoftonline.com/
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Update your password on your mobile devices 
When you change your Unitec password you will need to update it on any mobile device that 

connects to Unitec email or calendar services and your usual Unitec WiFi network 

Instructions to update passwords for Unitec email accounts on mobile devices  

:Android - Depending on the version of Android running on the device, the steps may differ 

1.Tap on the Settings icon 

2.Tap Accounts 

3.Tap Microsoft Exchange ActiveSync 

4. Under Common Settings, tap Settings 

5.Under Account Settings, tap your username 

6.Tap Password to update your password 

:Apple iOS  

1.Tap on the Settings icon 

2.Tap Mail 

3.Tap Accounts 

4.Tap on Exchange 

5.Tap Account 

6.Tap Password to update your password 

:WiFi 

After changing your network password, you will be requested to enter your new password 

when connecting to your usual Unitec WiFi service.  
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Forgotten your password 
If you have forgotten your password, and have setup your security verification information, 

follow the steps below to reset your password. If you have not setup your security verification 

information you will need to contact the Service Desk.  

1. Go to https://passwordreset.microsoftonline.com 

2. Enter your email address in the User ID box 

3. Enter the characters you see on the screen (this procedure lets us know you're not a 

robot) click Next 

4. Enter verification code and click Next 

5. From the 'Get back into your account' windows enter and confirm new password and click 

on Finish 

Note: If you have not setup your security verification information and cannot sign in please 

contact the IMS Service Desk.  

To change or review security verification information  

1. Go to https://aka.ms/ssprsetup  

2. Enter your email address and current password 

3. Click on Sign in 

4. Review current options (Click Change to edit) 

 

 

https://passwordreset.microsoftonline.com/
https://aka.ms/ssprsetup

