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Allowing Remote Assistance

Check Remote Assistance is allowed by searching 
for Allow Remote Assistance Invitations to be 
sent and selecting this option.

Make sure that Allow Remote Assistance 
connections to this computer is ticked.

(The Admin password maybe required to see 
this screen)
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Inviting Someone To Connect

Search for Invite someone to 
connect to your PC and help you 
and select this.

Select Invite someone you trust to 
help you.

Select Use email to send an 
invitation.
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Emailing Invitation For Remote Assistance

An email will open up in Outlook for you to add the To address and 
send.

Make sure Outlook is open on your machine or the email may not 
be sent until the next time Outlook is opened.

Once you have sent the email a connection 
password will pop up. 

You will need to give this password over the 
phone to enable them to connect to your 
machine.

Closing this box will end the Remote 
Assistance session.
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Emailing Invitation For Remote Assistance – Using Web 
Browser

If you need to use a web browser to send the 
invitation then select Save this invitation as a 
file instead of Use email to send an invitation.

Select where to save the file. 

The file can then be attached to an email and 
sent.
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Taking Remote Access Of A Machine

You will receive an email with a file attached.

Double click on the file to open.

Select Open in the pop up box.
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Taking Remote Access Of A Machine

You will be asked to enter a password to 
connect to the remote computer.

The person requesting assistance will need to 
provide this over the phone.

You will then see a blank screen until the person 
has accepted the access request.

There is a message in the bottom left hand 
corner to let you know it is attempting to connect
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Remote Access – Allowing Access

The person requesting assistance will see the 
message below once you have entered your 
password. 

They will need to select Yes to allow access

They will then see a message to let them 
know that you can now see their desktop.

Clicking on Chat will open up a message box as 
shown below.

Type your 
message here 
and click send
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Remote Access – Taking Control

Once you have been given access to 
someone’s machine you will be able to see 
their screen.

You are able to send them messages using the 
Chat option across the top of the screen to 
open the chat window shown on the left hand 
side of the screen.

You are able to take control of their screen 
(mouse and keyboard) by selecting Request 
Control at the top of the screen.

Click to open the 
chat window

Type your 
message here 
and click send

Click to request 
control of their 
machine
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Remote Access – Granting Control

The person requesting assistance will see the 
message below when you have requested 
control.

They need to select yes to allow you to take 
control.

They will then see the screen below letting them 
know that you are sharing control.

They have the option to stop sharing.

They can end the session by clicking the cross in the 
top right hand corner.
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Remote Access – Ending A Session

Once you have been allowed to take control you will 
see the Stop Sharing option in the top left hand corner 
of the screen. Select this to end your control of their 
screen.

To end the session click the cross in the top right hand 
corner of the screen.

The person requesting assistance will see the 
message below once you have ended the 
session. They can click the cross in the top 
right hand corner to close this screen.


