KHRIS Portal/Tech Assistance

What version of Internet Explorer Clear Browser History & Cache

Resetting |E to default & Pop up Blocker Adobe Settings — Adobe X and XI
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KHRIS Portal System Requirements
PLEASE READ ALL. Below we have provided a summary of the minimum system requirements you will need to access your KHRIS information.

Browser Versions recommended for the KHRIS portal:
Microsoft Internet Explorer version 9 or higher

Chrome most versions *

Safari on tablets - all versions

Safari on Mac - all versions

Android internet application on tablet - most versions **
Firefox all versions

Mobile Operating Systems recommended for the KHRIS portal:
108

Android later versions **

Pop-up Blockers:
Pop-up blockers MUST be TURNED OFF to use KHRIS. il
Pop-up blockers prevent pop-up windows from opening. This protects vou from unwanted advertising solicitations.
If your pop-up blocker security settings are set to "on" some content may alzo be inadvertently blocked

From Internet Exlorer, click Tools > slide mouse down to Pop-up Blockers > Choose Turn-off Pop-up blockers
Tablets and mobile devices vary regarding how to turn off pop-up blockers, please refer to your devices user guide.

Screen resolution:
If your resolution is below 1280 x 960, some items may not fit on the screen.
Zooming your screen to more than 100% may cause issues, therefore, it is recommended to keep your screen at 100%.

Viewing forms within KHIRS (Salary statement, Time statement etc.):
The most recent version of Adobe Reader should be installed to correctly view/display forms.

Logging Out of KHRIS:

Please remember to LOGOUT properly.

When you are finished in KHRIS, click the LOGOFF button in the vpper right corner (NOT the red X).
Improperly logging out of KHRIS could lock your records and you will be unable to view/change your data_

* Beginning September 2015, Google Chrome version 45 or newer will no longer be compatible with Adobe Reader. Adobe Reader allows you to
view online forms in a pdf format (Portable Document Format). For example, in the KHRIS portal that would mean the Establish Position and
Appointment forms. If you have Google Chrome version 43 or newer, please use another browser such as Internet Explorer when using these forms.

*#* May experience limited KHRIS functionality.

What Version of Internet Explorer:

It will be helpful to verify user’s version of o . Te T “S—
. . o . ee
Windows. Depending on version, instructions may — (2
. Eile Edit  View avontes
va ry Sllghtly Internet Explorer Help F1

1. (If the menu bar is not visible, have the ‘c’}"“l_“"”a”"T”“’”MP'”*’H
nline suppor
customer click the ALT-key on the keyboard @
so that they can see the menu bar).

. F
2. Click Help About Internet Explorer ﬂ

3. Click About Internet Explorer
© E Internet
Explorer1

Version: 11.0.9600.18015

4. The IE version they have will be displayed. Update Versions: 11.0.23 (KB3087038)
Product ID: 00150-20000-00003-AA459

%

© 2013 Microsoft Corporation. All rights reserved.

About Internet Explorer

Install new versions automatically
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Clear Browser History & Cache

1. Click Tools. ( If the menu bar is not visible,
have the customer click the ALT-key on the
keyboard so that they can see the menu bar).

2. Click Internet Options.

3. Click Delete .

(1)

7 hitps://khris ky eedportz] P-aBex H 7 KHRIS

File Edit View Favor\tesHE\p

75 PN Loginto Panaya |- Suggested Sites [ Google =7 KHRIS Ky PersonnelIntranet Ky Personnel 2] FrontRange Application S... [§ KHRI:

——

File Edit View Favorites BIGEEN Help

Delete browsing history... Ctrl+Shift+ Del
InPrivate Browsing Ctrl+Shift+P
Turn on Tracking Protection

ActiveX Filtering

Fix connection problems...

Reopen last browsing session

Add site to Start menu

View downloads Ctrl+J
Pop-up Blocker 3
SmartScreen Filter 3

Manage add-ons

Compatibility View settings

Subscribe to this feed...

Feed discovery 3
Windows Update

Performance dashboard Ctrl+Shift+U
F12 Developer Tools

HttpWatch Basic

2 Internet options

Internet Options li”&

General |Securit5-I | Privacy | Content | Connections | Programs | Advanoed|

Home page -
l/? To create home page tabs, type each address on its own line.
.
- https://extranet.personnel.ky.gow/g2p/KILG2P.CMS.Ti »

[ Use current ][ Use default ][ Use blank

Browsing history
& Delete temporary files, history, cookies, saved passwords,
v ,-' and web form information,

Delete browsing history on exit

[ Delete... ] [ Settings ]
Search — -
p- Change search defaults.
Tabs -
Change how webpages are displayed in

tabs.
Appearance - -
Colors ] [ Languages ] [ Fonts ] [ Accessibility ]

[ OK H Cancel ] Apply
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4. Please ensure that Temporary Internet Files
and Cookies are selected. Other checkboxes
should be unselected.

Delete Browsing History @

Preserve Favorites website data

Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

Temporary Internet files
Copies of webpages, images, and media that are saved for faster
viewing.

Cookies
Files stored on your computer by websites to save preferences
such as login information.
History
List of websites you have wisited.

Download History
List of files you have downloaded.

Form data
Saved information that you have typed into forms.

Passwords
Saved passwords that are automatically filed in when you sign in
to a website you've previously visited.
ActiveX Filtering and Tracking Protection data
A list of websites exduded from filtering, and data used by Tracking

Protection to detect where websites might be automatically sharing
details about your visit,

-Zﬂl Some settings are managed by your system administrator,

5. Click Delete. About deleting browsing histoMy ’ Delete ] l Cancel

6. This process will take some time, but you will
receive a prompt telling you that your @

) . Internet Explorer has finished deleting the selected browsing history.
browsing history has been deleted.

Internet Options e ||_33_|

General |5ecur|t5-I I Privacy I Content I Connections | Programs I Advanced|

Home page
/’ To create home page tabs, type each address on its own line.
4
1 https://extranet.personnel.ky.gov/g2p/KILG2ZP.CMSTi »

[ Use current ][ Use default ][ Use blank

Browsing history

4 Delete temporary files, history, cookies, saved passwords,
¥ and web form information.

7. Inthe Internet Options box, Click OK to close T S —

the Internet Options window. Delete... ][ setings |
Search

:_‘/‘ Change search defaults.

8. You can now click the ‘X’ to close the

notification from Step 6 above. &
Tabs
9. Youshould be able to perform the task now. If Change o webpages e dspeyed
the issue remains, Internet Explorer may need e
to be reset to default settings (see section REEEEES
Colors ] [ Languages ] [ Fonts ] [ Accessibility ]

below).

@ OK H Cancel ] Apply
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Resetting Internet Explorer to the default
setting & Pop UP Blocker:

1. Click Tools. (If the menu bar is not visible,
have the customer click the ALT-key on the

——_——

e

File Edit View Fg\.r& /!m! Help

Delete browsing history...
InPrivate Browsing
Turn on Tracking Protection

ActiveX Filtering

Ctrl+Shift+ Del
Ctrl+Shift+P

Fix connection problems...

keyboard so that they can see the menu
bar).

Reopen last browsing session

Add site to Start menu

View downloads Ctrl+J
Pop-up Blocker 3
SmartScreen Filter 3

Manage add-ons

Compatibility View settings

Subscribe to this feed...

Feed discovery 3
Windows Update

Performance dashboard Ctrl+Shift+U

F12 Developer Tools

HttpWatch Basic

2. Click Internet Options to display the
i i i Skl ISRl
Internet Options dialog box. 2

Internet options

Internet Options

(2 |

3. Click the Advanced tab. | General I Security I Privacy I Content I Connections I Programs | Advanced 3

Settings -

i=| Accelerated graphics
[ use software rendering instead of GPU rendering®
I@I Accessibility
[ always expand ALT text for images
[ Enable Caret Browsing for new windows and tabs
[] Move system caret with focus/selection changes
[ Play system sounds
[ Reset text size to medium for new windows and tabs
[ Reset zoom level for new windows and tabs
[=7] Browsing
Automatically recover from page layout errars with Comps
[ close unused folders in History and Favorites™®
Disable script debugging (Internet Explarer)

[¥] Disable scrint debuaaing (Other) i
4 | m | 3

lam| »

*Takes effect after you restart Internet Explorer

[ Restore advanced settings ]

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default
condition.

4. Click Reset....

‘fou should only use this if your browser is in an unusable state.

OK ] [ Cancel Apply
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5. The Reset Internet Explorer Settings dialog Ty e Seﬁmg@ ==
box will be displayed.

! . Are you sure you want to reset all Internet Explorer
settings?

Resetting incudes:

* Disable toolbars and add-ons * Advanced options
+ Default web browser settings + Tabbed browsing settings
+ Privacy setlings + Pop-up settings
+ Security settings
H ‘{ H ’
6. Click the ‘Delete Personal Settings @ -

checkbox. Resets home pages, search providers and Accelerators to default
settings. Deletes temporary Internet files, history, cookies, web form
information, ActiveX Filtering and Tracking Protection data, and

passwords,

fou must restart Internet Explorer for these changes to take effect.
7. Click Reset.

How does resetting affect my computer? @ Reset J [ Cancel

Reset Internet Expl Setti
8. After the Reset Internet Explorer Settings seer e o

dialog box is displayed with four green
checkmarks, ask the customer to click Close.
The customer will need to manually shut
down the browser by clicking the ‘X’ in the
upper-right hand corner of each browser
window and then restart Internet Explorer. /" Applying default settings

Resetting Internet Explorer settings

« Resetting user customizations

" Disabling browser add-ons

7 Deleting personal settings

=G

Once the browser has re-opened, we need - - ~—
to make sure that ky.gov website pop-ups é‘:'ﬁ e
are not blocked File Edie View Fav 9 Help
Delete browsing history... Ctrl+Shift+ Del
9. Click Tools. (If the menu bar is not visible, InPrivate Browsing CtrlShift+P
have the customer click the ALT-key on the luneniecbglstection

ActiveX Filteri
keyboard so that they can see the menu e
ix connection problems
bar). Reopen last browsing session

Add site to Start menu

View downloads Ctrl+)
Pop-up Blocker ]
SmartScreen Filter 3

Manage add-ons
Compatibility View settings

Subscribe to this feed...
Feed discovery [

Windows Update

Performance dashboard Ctrl+Shift+U
F12 Developer Tools

HttpWatch Basic

10. Click Internet Options. I_Wm :
Internet options
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11. Click the Privacy tab. rIntF_'rnE't Opticns N @lﬂj

1Y

Settings
Select a setting for the Internet zone.
Medium

- Blocks third-party cookies that do not have a compact

privacy policy

- Blocks third-party cookies that save information that can
= be used to contact you without your explicit consent

- Restricts first-party cookies that save information that

can be used to contact you without your implict consent

[ Sites ] [ Import ] [ Advanced ] Default

Lacation

[ Nevgr allaw 'n_'ebsites to request your Clear Sites
physical location

Pop-up Blocker -

12. Click the Settings button in the Pop-up

. . | Turn on Pop-up Blocker
Blocker section of the dialog box. EAE= @ Settings

InPrivate
Disable toolbars and extensions when InPrivate Browsing starts

ok || caneel || apply

Pop-up Blocker Settings @

Exceptions

Fop-upz are currently blocked. 'ou can allow pop-ups from specific
# 1| websites by adding the site to the list below.

13. In the Pop-up Blocker Settings dialog box, Aiidhess of websi (o alon:
type “*.ky.gov” in the Address of website to @ kg g (14
allow: field.

14. Click Add.

Allowed sites:

Remove

Fiemowe all...

Matifications and blocking level:
Play a zound when a pop-up iz blocked.
Show Motification bar when a pop-up is blocked.

Blocking lewvel:

[Medium: Black most automatic pop-ups v]

Learn mare about Pop-up Blocker
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Pop-up Blocker Settings @

Exceptions

Pop-ups are cumenthy blocked. You can allow pop-ups from specific
E s !|  websites by adding the site to the list below.

Address of website to allow:
| Add

Allowed sites:

15. You will see “*.ky.gov” in the Allowed Sites: @

*ky.gov Bemove
area.

Remove all...

Metifications and blocking level:

Play a sound when a pop-up is blocked.
Show Motffication bar when a pop-up is blocked.
Blocking level:

’ Medium: Block most automatic pop-ups VI

Leam maore about Pop-up Blocker

16. Click Close.

Next we need to add ‘ky.gov’ to Trusted

Sites. The I.n.ternet Options dialog box is still Internet Options =
open and visible on the screen.

Security |Privaq« I Content I Connections I Programs I Advancedl

17. Click on Security tab. Select a zone to view or changq ] 8)rity settings.

18. Click Trusted Sites checkmark. @ Gi. _ﬁ‘;’ @

19. Click the Sites button. Internet  Local intranet Restricted
sites

Trusted sites

Site:
f This zone contains websites that you @

W trustnot to damage your computer or
your files,
You have websites in this zone.
Security level for this zone
Allowed levels for this zone: Al
Medium

- Prompts before downloading potentially unsafe
=) content

-Unsigned ActiveX controls will not be downloaded

["]Enable Protected Mode (requires restarting Internet Explorer)
Custom level... Default level

eset all zones to default level

OK. J [ Cancel Apply
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-
Pop-up Blocker Settings

-
A ﬁ
Exceptions
. . %
20. !n the TrUStef" Sites q'abg box, type ‘ky.gov Pop-ups are cumently blocked. You can allow pop-ups from specific
in the Add this website to the zone: field. E 'l websites by adding the site to the list below.
21. Click Add.

Address of website to allow:

@ * ley.gov| 21 Add
Allowed sites:
Bemove
Remove all...

Muotifications and blocking level:

Blay a sound when a pop-up is blocked.
Show Motification bar when a pop-up is blocked.
Blocking level:

[I'H'Iedium: Block most automatic pop-ups v]
22. Click Close.

Leam maore about Popip Blocker

-
b
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Adobe Settings:

In the bottom left hand corner of your
screen, click on the Windows Start button

“. If you have Windows 7 or
Windows 10, the Start menu will appear. If
you have Windows 8.1, the Start Screen will
appear. (Note: the Windows 10 Start menu
will differ in appearance from what is seen
here, but the cursor will default to the
search bar just as it does with Windows 7.) If
you have Windows 8, there will not be a
Windows Start button. In that case, click the

Windows key (H) on your keyboard.

o

(S

ticrozoft Cutlook 2010

Microsoft Excel 2010

Getting Started

ey

A

Connectto a Projector

Calculator

=N

Sticky Motes

% Swipping Tool
,.1-/:7 Paint

.,A HPE Wiewer

% Rernote Desktop Connection

» Al Programs

| |Search programs and fites

FTSE MID 250

1142884 ¥ -0.65% (-74.29)
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2. Type Adobe Reader and click on the Adobe P® coobe Reader ¥ | -
Reader icon that is displayed on the Start @ Default Programs F
menu or Start screen. H'I Desktop Gadget Gallery

(= Internet Explorer
B Log Wiewer

ﬂl Trace

4 Windows DVD Maker
B Windowes Fax and Scan
 vindows Media Center
@ Windows bedia Player
E wivindows Update
< X¥PEViewer

. I-Zip

) Accessories

J Attachrmate myEXTRA! Enterprise

, Business Explorer

, CutePDF

; DocurmentDirect 2.3

m

J Entrust Entelligence
. FileMet IDkA -

4 Back

| |Searth prograres and files D |

3. Adobe Reader will open. Click Edit in the ¥ Adobe Reader

menu bar. 9 08 View Window Help
Undo Ctrl+7
Redo Shift+Ctrl+Z

Cut Ctrl+X
| Copy Ctrl+C
| Paste Ctrl+V
Delete

Select All Ctrl+A
Deselect All Shift+Ctrl+A

Copy File to Clipboard

Check Spelling 4

F! 2
Look Up Selected Word... ea
Eind Ctrl+F B R¢
Advanced Search Shift+Ctrl+F 110
Protection 4

ingt
Analysis L

. Accessibility F ibat
4. Click Preferences.

Preferences... Chrl+K

ORG
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5. If Adobe X: Click the General category.

6. Un-check ‘Enable Protected Mode at
startup’.

7. Click OK.

8. If Adobe XI: Click on Security (Enhanced).
9. Un-check ‘Enable Protected Mode at
startup’.

10. Click OK.

Preferences

Categories:

Basic Tools

Commenting
Documents

<\ Full Screen
— Page Display

3D & Multimedia
Accessibility

Forms

Identity
International
Internet
Javascript
Measuring (201
Measuring (30
Measuring {Gea)
Multirmedia {legacy)
tultirmedia Trust {legacy)
Onling Services
Reading

Search

Security

Security (Enhanced)
Spelling

Tracker

Trust Manager
Units

Updater <

[[Juse single-key accelerators to access tools
Create links from LURLs

| [IMake Hand tool select text & images

Make Hand tool read articles
[[]Make Hand kool use mouse-whesl zooming

[ Make Select toal select images befare kext

-

[ se Fixed resalution For Snapshat kool images: pixelsfinch

W Arnings

oo not show edit warnings

Reset All Warnings

Messages from Adobe

Show me messages when I launch Reader

[Joon't show messages while viewing a document

Application Startup
[ show splash screen

[Juse only certified plug-ins Currently in Certified Mode:  Yes

Check 2D graphics accelerator

D:‘ Enable Protected Mode at startup

(7o e ]

Preferences

Categories:

Full Screen
General
Page Display

3D & Multimedia
Accessibility
Adobe Online Services
Erail Accounts
Farms

Identity

Internet

JavaScript
Language
Measuring (2D)
Measuring (3D)
Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Signatures

Spelling

Tracker

Trust Manager
Units

Updater

==

Sandbox Protections

Commenting ‘ 8 ) [] Enable Protected Mode at startup
Documents

Protected View (@) Off

Files from potentially unsafe locations

All files

Enhanced Security

Enable Enhanced Security [7] Cross domain log file View
Privileged Locations
I your workflows are negatively impacted by security settings, use Privileged Locations to
selectively trust files, folders, and hosts to bypass those security setting restrictions.
Privileged Locations allows you to work securely while granting trust to items in your
workflow.
|| Automatically trust documents with valid certification
Automatically trust sites from my Win 08 security zones View Windows Trusted Sites
Add File ] [ Add Folder Path | [ Add Host e

What is Protected VWiew?  What is Enhanced Security? ~ What are Privileged Locations?

(10 o
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Windows 8 Users

KHRIS prefers Windows 8 users to launch IE from
desktop mode.

1. Users, who launch from the Metro screen, as
seen here, will experience trouble when printing
the confirmation page.

2. While holding down the Windows key (E),
press the D-key on your keyboard to be taken to
the desktop. *Ensure you the customer is still
holding down the Windows key when the ‘D’
key is pressed.

@oaa)
0 0 G

3.  You will be taken to the Windows desktop.

—
4. Open Internet Explorer from the task bar
and access: https://KHRIS.ky.gov

12 |Page



KHRIS Portal/Tech Assistance

Windows 10 Users (Edge Browser)

Due to an incompatibility with Microsoft Edge (the
default web browser in Windows 10), users should use
Internet Explorer 11 instead.

~ & Mozilla Firefox 3
1. Pressthe Windows key (ﬂ) on your Quicken 2013 > Calendar

keyboard to bring up the Start menu in Geninge i

Windows 10.
Foxit Reader 5 e O

Picasa 3 Microsoft Edge

VLC media player

L 3 g NE

Weather Phcne Compa..  OneNote

Play and explore

=l File Explorer 3 '_-“ @

Settings Kbox Groowve Music

A DOW
& FTSE 100
¥ NIKKEI 225

Power

= Al apps

Best match

2. Click the entry entitled “Internet Explorer e Internet Explorer 9
Desktop app',, Desktop app

3. Use Internet Explorer on Windows 10 as you
would on other versions of Windows.

Apps
B Microsoft Edge
Settings

Change the search provider in Internet
Explorer

Turn autocomplete in Internet Explorer on
or off

Web

ﬂ http://windows.microsoft.com/en-
US/internet-explorer/download-ie

Store
Internet Explorer Blog

Internet Explorer Shortcut Keys

8 My stuff 2 Web

internet explored
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