KHRIS Portal/Tech Assistance

What version of Internet Explorer Clear Browser History & Cache
Resetting IE to default & Pop up Blocker Adobe Settings — Adobe X and XI
Compatibility View Settings Windows 8 User

' Explorer

Z¥ https://khrisepl.ky.gov/irj/serviet/prt/portal/prtroot/pcdi3aportal_content!2fcom. kygov.hr.cok_fll2fcom.kygov.portal_general_fll2fcom.kygo @ B

KHRIS Technical Requirements for the portal

* KHRIS is best viewed with Microsoft Internet Explorer version 9, 10 and 11. It is also compatible with Ipad I or newer and other tablet devices.
» If your resolution is below 1280 x 960, some items may not fit on the screen ®

» It is not recommended to use mobile devices.

* The most recent version of Adobe Reader should be installed to correctly view/display forms.

* Pleasze disable all pop-up blockers.**

* Please use the logout button at the top right to fully logout before closing the browser window with the X,

*To adjust resolution on most svstems, 2o to Control Panel > Appearance and Perzonalization > Dizplay > Scresn Fesolution

**For more information on how to dizable pop-up blockers, pleaze refer to one of these sites/instructions bazed on the browszer vou are usmg.

Miecrosoft Internet  hitp-/'windows microsoft com/en-us‘windows-vista/internet-explorer-pop-up-blocker-
Explorer frequently-asked-questions
Chrome https://support. google com/chrome/answer/03472 Thl=en

Firefox

Safari From the Safari menu, make sure the "Block Pop-Up Windows’ iz unchecked.

What Version of Internet Explorer:

It will be helpful to verify user’s version of -
Windows. Depending on version, instructions may (;;,(:.
vary slightly.

Ky https:/fextranet.personnel ky.gow/Pages/default.aspx

Eile Edit View Favorites Tol 2 JIal:

1. (If there is no tool bar showing, have them h . Internet Explaorer Help F1
; SharePoint
:It t)he ALT key so they can see the Tool What's New in Intemet Explorer 9
ar).

Online support

@ Ahout Internet Explorer
a About Internet Explarer

© /7~ Windows'Internet
4. The IE version they have will come up \:9.‘7 Explo rer 9

‘Wersion: 9.0.8112.16421

Update Versions: 9.0.19 (KB2862772)
Cipher Strength: 256-bit

Product ID: 03553-868-0000007-85826

2. Click Help
3. Click About Internet Explorer

Warning: This computer programis protected by copyright law and
international treaties. Unauthorized reproduction or distribution of
this program, or any portion of it, may result in severe dvil and
criminal penalties, and will be prosecuted to the maximum extent
possible under the law.

© 2011 Microsoft Corporation
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Clear Browser History & Cache

1. Atthe top left of your screen, Click on Tools
and you will see a drop down. (If there is no
tool bar showing, have them hit the ALT key so
they can see the Tool Bar).

2. Click on Internet Options in drop down.

3. Click on Delete.
4. Click on OK.

(1)

1
T https://khris.ky.Jedfportal

)

- aBex|w s

File Edit View Favorites [[LES0d] Help

5k B Login to Panaya Suggested Sites [EJ Google =7 KHRIS Ky PersonnelIntranet Ky Personnel £ FrontRange Application 5. [ KHRI

- Dielece browsing history..
Tracking Pratection...
Stk Fitering
Feopen last browsing session
Add ke to et prenu

View dowmilosds

Pop-up Bocker
SeartScoeen Filter

Manage 3dd-oni

ity View settangs

Windirmn Update

FLZ developer tosls

Irteemet eptions

B - & % | Ky Pages - Home

Cirl e Shift«Del

antly under construction.

signing our website!

Please help us make this site sensationall

Internet Options

[7ls=]

General |5ecuri1:yuI | Privacy | Content | Connections | Programs | Ad\ranoed|

Home page

l/? To create home page tabs, type each address on itz own line.
a
A https://extranet.personnel.ky.gov/g2p/KILGZP.CMS.T =

[ Use current ][ Use default H Use blank

Browsing history

T

v ,-' and web form information.

Delete temporary files, history, cookies, saved passwords,

Delete browsing history on exit

[ Delete... ] [ Settings ]

Search

F= Change search defaults,

j,__/

Tabs
Change how webpages are displayed in
_ tabs.
Appearance

[ Colors H Languages H Fonts ][ Accessibility ]

@ ok [ cancel || apoly
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Delete Browsing History @
5. Please ensure that Temporary Internet Files @ S

and Cookies are selected. Other checkboxes Keep cookies and temporary Internet files that enable your favorite
should be unselected websites to retain preferences and display faster.

6. Click Delete. [¥] 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 visited.

Download History
List of files you have downloaded.

Form data
Saved information that you have typed into forms.

Passwords
Saved passwords that are automatically filled in when you sign in
to & wehsite 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,

-j@. Some settings are managed by your system administrator,

About deleting browsing histor*,-@ Delete l [ Cancel

7. This process will take some time, but you will
receive a prompt telling you browsing history
has been deleted. ‘X’ out of this box.

@J Internet Explorer has finished deleting the selected browsing history,

Internet Options =l

)

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

8. Inthe Internet Options box, Click OK to close Home page

the Internet Options WindOW. /’ To create home page tabs, type each address on its own line.
L https://extranet.personnelky.gov/g2p/KILG2P.CMSTi »

[ Use current ][ Use default ][ Use blank

Browsing history

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

Delete browsing history on exit

Delete... ] [ Settings ]
Search
’:_j Change search defaults,
7
Tabs
Change how webpages are displayed in
tabs.
Appearance
Colors ] [ Languages ] [ Fonts ] [ Accessibility ]

@[ oK H Cancel ] Apply

9. You should be able to perform the task now. If
the issue remains, Internet Explorer may need
to be reset to default settings
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Resetting Internet Explorer to the default
setting & Pop UP Blocker:

At the top left of your screen, Click on Tools
and you will see a drop down. (If there is no
tool bar showing, have them hit the ALT key
so they can see the Tool Bar).

Click on Internet Options in dropdown.

3. Click on the Advanced tab in the Internet

Options section.

4. Click Reset....

o
K\ ‘_‘JI\‘//‘| Ky https:/fextranet.p\—e(nel.ky.gnV/Pages;’defau\taspx 2

File  Edit “iew Favorites JIEEES Help

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

Activex Filtering

Diagnose connection problems...
Reopen last browsing session

Add site to Start renu

SharePoint

portal

View downloads Chrl+)
Pop-up Blocker »
SrnartScreen Filter »

Manage add-ons

Carmpatibility Wiew
Compatibility View settings antly under constrt

Subscribe to this feed..,

Feed discovery »
Windows Update

F1Z dewvelopertools . .
@ Internet options S Ign I ng Ou r W(

Please help us make this site sensational!

Internet Options

| General | Security | Privacy | Content | Connections I Programs | Ad“aﬂﬁd@

Settings

i=| Accelerated graphics
[ use software rendering instead of GPU rendering™®
@ Accessibility
[] always expand ALT text for images
[ Enable Caret Browsing for new windows and tabs
[7] 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
D Browsing
Automatically recover from page layout errars with Comps
[T Close unused folders in History and Favorites®
Disable script debugging (Internet Explarer)
| [¥] Disable script debuaaing {Other) | &
4 i 3

*Takes effect after you restart Internet Explorer

13

m|

[ Restore advanced settings ]

Reset Internet Explorer settings

Resets Internet Explorer's settings to their default

condition.

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

QK l ’ Cancel Apply
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5. The Reset Internet Explorer Settings section
will appear.

Click in the box ‘Delete Personal Settings’.
Click Reset.

8. Click Close. You will need to manually shut
down your browser by clicking the ‘X’ in the
upper-right hand corner of each browser
window and then restarting Internet
Explorer.

Once the browser has re-opened, we need
to make sure ky.gov website pop-ups are
not blocked.

9. Click on Tools.
10.
11.

Select the Pop-up Blocker entry.

Scroll over to Pop-up Blocker settings and
click.

Reset Internet Explorer Settings@)

! . Are you sure you want to reset all Internet Explorer
settings?
Resetting indudes:
* Disable toolbars and add-ons
+ Default web browser settings
+ Privacy settings
+ Security settings

OF;

* Advanced options
+ Tabbed browsing settings
+ Pop-up settings

- B
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.

=3

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

Reset Internet Explorer Settings
Resetting Internet Explorer settings

7 Resetting user customizations
" Disabling browser add-ons
" Applying default settings

+ Deleting personal settings

Ca= G,

©) .

1
i

9

Ctrl+Shift+ Del
Ctrl+Shift+P

Delete browsing history...
InPrivate Browsing
Tracking Pretection...
ActiveX Filtering _
Diagnose connection preblems... [
Reopen last browsing session Content Adminigtration

Add site to Start menu

View downloads Ctrl+J

Pop-up Blocker 4 Turn off Pop-up Blo

Smart5creen Filter

[ Personnel @ FrontRange Application 5.

=

User Admin

cker

Manage add-ons

Compatibility View

Compatibility View settings

Subscribe to this feed...

Feed discovery 4

Windows Update

F12 developer tools

Internet options

3 Pop-up Blocker settings
@)
\./

Priority
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12. In the Pop-up Blocker Settings dialog box,

type in *.ky.gov in the Address of website to
allow: box.

13. Click Add.

14. You should see *.ky.gov in the Allowed
Sites: box.

15. Click Close.

Pop-up Blocker Settings

E sceptions

2

websites by adding the site to the list below.

Fop-upz are currently blocked. ou can allow pop-ups from specific

=l

Address of website to allow:
@ * ky oo

Allowed sites:

add (13

Remove

Remaove all...

Matifizations and blacking level:

Play a zound when a pop-up iz blocked,
Show Matification bar when a pop-up is blocked,

Blocking lewel:

[Medium: Block mast automatic pop-ups

Learn mare about Pop-up Blocker

Cloze

Pop-up Blocker Settings
Exceptions

7

Address of website to allow:

websites by adding the site to the list below.

Allowed sites:

Pop-ups are cumently blocked. You can allow pop-ups from specific

X5

*ky.gov

Remove all...

Netifications and blocking level:
Play a sound when a pop-up is blocked.
Show Motification bar when a pop-up is blocked.

Blocking level:

[Medium: Block most automatic pop-ups

Leam maore about Pop-up Blocker
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16. Next we need to add ‘ky.gov’ to Trusted
Sites. Click on Tools.

17. Click on Internet Options.

18. Click on Security tab.
19. Click Trusted Sites.
20. Click Sites.

(16)
®®| Ky https:/fe)ctranet.pMel.ky.gnw'Pagesfdefau\taspx el

File  Edit “iew Favorites JIEEES Help

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

ActiveX Filtering
portal

SharePaint

Diagnose connection problems...
Reopen last browsing session

Add site to Start renu

View downloads Chrl+)
Pop-up Blocker »
SrmartScreen Filter 3

Manage add-ons

Carmpatibility Wiew
Compatibility Wiew settings

ently under constri

Subscribe to this feed..,

Feed discovery »
Windows Update

F12 dewvelopertools

@ Internet options

signing our we

Please help us make this site sensational!

5|l
Ser.:urity |Privacy I Content I Connections I Programs I Advancedl

Internet Options

Select a zone to view or change security settings.

@ a4 0O

Internet Local intranet QIEEEREIES  Restricted
sites
Trusted sites 20

This zone contains websites that you
trust not to damage your computer or
your files,

You have websites in this zone.

Sites

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

[7]Enable Protected Mode (requires restarting Internet Explarer)
Custom level... Default level

Reset all zones to default level

[ ok || concl Apply
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F )

Trusted sites

You can add and remove websites from this zone. All websites in
T this zone will use the zone's security settings.

21. In the Trusted Sites dialog box, type *ky.gov
in the Add this website to the zone: field
and click Add.

22. Click Close.

Add this website to the zone:
| Add

Wehsites;

* brassring.com Remove
* ky.gov
http: ffkyeasccs01

http: /fkyeasmergal 1

| S R SR o B I ey PR PSS ——

i »

1

Require server verification (https:) for all sites in this zone

) Goe

o
1)

e

Microsoft Outlook 2010

Microsoft Excel 2010 3

Adobe Settings:

r Getting Started 3

Wy

1. Inthe bottom left hand corner of your

screen, click on the Windows Start button
[

Connect to a Projector

| Calculator
i

. If you have Windows 7, the Start
menu will appear. If you have Windows 8, Sticky Motes

the Start Screen will appear. % Snipping Tool
,.\i_-,}j Paint
1‘ HPS Wiewer

% Rermote Desktop Connection

> AllPrograms

| |Zearch progrems and fites o |
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IS fdobe Reader 31 |:
'@ Default Programs
W Desktop Gadget Galleny
(= Internet Explorer
B Log Wiewer
ﬂl Trace
4 windows DVD Maker
B Windowes Fax and Scan
€ Windows Media Center
@ Windows bedia Player
E wivindows Update
i KPS Viewer
, T-Zip
, Awcessories
J Attachrnate myEXTRA! Enterprise
, Business Explorer
. CutePDF
, DocumentDirect 2.3

m

2. Type Adobe Reader and click on the Adobe
Reader icon that is displayed on the Start
menu or Start screen.

J Entrust Entelligence
J FileMet IDMA -

4 Back

(29 |Searth prograrms and files o |

Undo Ctrl+7
Redo Shift+Ctrl+Z

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

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

3. Adobe Reader will open. Click Edit in the
menu.
4. Click Preferences in the dropdown box.

Copy File to Clipboard

Check Spelling 4

F! 2
Look Up Selected Word... €2
Eind ctri+F  pRe
Advanced Search Shift+Ctrl+F 110
Protection L4

ingt
Analysis 4
Accessibility ¥ ibat
Preferences... Ctrl+K

ORG
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5. If Adobe X: Click on General Category.

6. Click on Security (Enhanced) Category.

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

8. Click OK.

9. If Adobe XI: Click on Security (Enhanced).

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

11. Click OK.

©®)

Preferences [‘$_<

Categories:

Basic Tools

Commenting
Documents
Full Screen

Page Display

Accessibility

Forms

Identity

International

Internet

Javascripk

Measuring (200

Measuring (307

Measuring {Gea)
Multirmedia {legacy)

> tultirmedia Trust {legacy)
Online Services

Reading

Search

Security

Security (Enhanced)

Speling

Tracker

Trust Manager

Units

Updater

3D & Multimedia

[Juse single-key accelerators to access tools
Create links From URLs

[IMake Hand tool select text & images
[#]Make Hand tool read articles

["IMake Hand tool use mouse-wheel zooming

[IMake Select tool select images before text

[[Juse Fixed resalution For Snapshat kool images: pizelsfinch

W Armings

[[]oa nat show edi warnings

Reset All Warnings

Messages from Adobe

[¥] 5how me messages when I lsunch Reader

[Jpon't show messages while viewing a document

Application Startup
[Ishow splash screen
[Juse only certified plug-ins Currently in Certified Mode:  Yes

Check 2D graphics accelerator

(:)j Enable Protected Mode at startup

(8o J [Cemea ]

‘F(referen ces

Categories:

Full Screen
General
Page Display

3D & Multimedia
Accessibility

Adobe Online Services
Email Accounts
Forms

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 ‘ 10’ [] Enable Protected Mode at startup
Documents

Protected View (@ Off
Files from potentially unsafe locations

Al files

Enhanced Security

|| Enable Enhanced Security [] Cross domain log file View

Privileged Locations

I your worlkflows 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 OS security zones

View Windows Trusted Sites

AddFile | [ Add FolderPath | | AddHost

Remove

What is Protected View?  What is Enhanced Security? ~ What are Privileged Locations?
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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.

'i .MQ"/'(( O'] {1 A Trag Copar
S q Wiz P e, L
¢ J f O A W00 P

} =1
Weprefly B b Sy | oeppiinl
d jpimd e T L ———

My lvestrments s 2.3%
& Bt 10 A
&ITR AR Pl (Fadeiry]

LT Iratiemped Pyrthoiy

=

Simultaneously press the Windows key (H) +D
on your keyboard to be taken to the desktop.
*Ensure you the caller is still holding down the
Windows key when the ‘D’ key is pressed.
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3.  You will be taken to the Windows desktop.

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