KHRIS Portal/Tech Assistance

What version of Internet Explorer Clear Browser History & Cache

Resetting IE to default & Pop up Blocker Adobe Reader Settings

KHRIS Portal System Requirements
PLEASE READ ALL. Below we have provided a summary of the minimum system requirements you will need to access your KHEIS information.

Browser Versions recommended for the KHRIS portal:

Microsoft Internet Explorer version 11¥ or higher, including Windows Edge browszer.
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.

Pop-up blockers prevent pop-up windows from opening. This protects you from vawanted advertising solicitations.
If your pop-up blocker security settings are set to "on" some content may also 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 vour devices vser guide.

Screen resolution:
If your resclution 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 KHRIS (Salary statement, Time statement ete.):
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 upper right corner (NOT the red X).
Improperly logzing out of KHRIS could lock your records and vou will be unable to view/change your data.

* Internet Explorer 11 users may need to include KHRIS ky gov as a trusted site. To do so, follow this path. Open Internet Explorer 11 > Click Tools = Click Internet
Ogptiens > Click the Security tab > Click en Trusted Sites > Click the Sites button > Type KHRIS ky gov then click the Add button > Cloze all windows and the
browser then try again.

*% Beginning September 2013, 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 Pozition and Appointment forms. If you have Google
Chrome version 43 or newer, please nse another browser such as Internet Explorer when using these forms.

#5% May experience limited KHRIS functionality.

What Version of Internet Explorer:

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

o -

Eile Edit View Favorites

1. At the top of the browser window, Click
Tools on the menu. (If the menu is not
visible, press the ALT-key on the
keyboard to make the menu visible).

2. Click Help.

3. Click About Internet Explorer.

Internet Explorer Help

What's New in Internet Explorer 11

Online support

About Internet Explorer
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4. The IE version they have will be
displayed.
5. If a version of Internet Explorer prior to

version 11 is installed, Internet Explorer
should be upgraded to version 11. IE 11
is compatible with Windows 7 or later.

Internet
Explorer11

e

Version: 11.0.9600.18426
Update Yersions: 11.0.34 (KB3175443)
Product ID: 00150-20000-00003-A4459

"] Install new versions automatically

© 2013 Microsoft Corporation. All rights reserved.

Clear Browser History and Cache

If the KHRIS portal is behaving in
unexpected ways, a first step to

File  Edit

correct the issue should be to clear the
browser cache and cookies. Users
should log off the portal before
clearing cache and cookies.

Internet Explorer
1.

At the top of the browser
window, Click Tools on the
menu. (If the menu is not
visible, press the ALT-key on
the keyboard to make the
menu visible).

Click Internet Options.

View Favorites

Ctrl+Shift+Del
Ctrl+Shift+P

Delete browsing history...
InPrivate Browsing

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
SmartScreen Filter

Manage add-ons
Compatibility View settings

Subscribe to this feed...
Feed discovery

Windows Update

Performance dashboard Ctrl+5Shift+L

F12 Developer Tools
HttpWatch Basic

Report website problems

Internet options
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Internet Options @lﬂ

3. The Internet Options d|a|0g General |SECI..II'it\c' IPI’i\J’EC\ﬂ' IContent | Connections | Programs I Advanced|
box is displayed. Home page
l/’ To create home page tabs, type each address on its own line.
W https://extranet.personnel ky.gow/ -

[ Use current ] [ Use default ” Use new tab

Startup
() Start with tabs from the last session
@ Start with home page

Tabs

Change how webpages are displayed in tabs.

Browsing history

Delete tempaorary files, history, cookies, saved passwords, and web
form information.

[ Delete browsing history on eg

Settings ]

4. Click the Delete button.

Appearance

Colors ][ Languages ][ Fonts ][ Accessibility ]

[ OK ][ Cancel H Apply ]

. . Delete Browsing Histo @
5. The Delete Browsing History Al

dialog box is displayed. [] Preserve Favorites website data
Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

6. Please ensure that Temporary Llier oo mene mndar e
. . Copies of webpages, images, and media that are saved for faster
Internet Files and Cookies are viewing.
Cookies and website data
selected. Other checkboxes Files or databases stored on your computer by websites to save
can be either selected or preferences or improve website performance.
~TTHetory

unselected. List of websites you have visited.

[ pownload 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 @ website you've previously visited,

[] Tracking Protection, ActiveX Filtering and Do Not Track
A list of websites exduded from filtering, data used by Tracking
Protection to detect where sites might automatically be sharing details
about your visit, and exceptions to Do Not Track requests.

7. Click Delete.

About deleting browsing history Delete Cancel ]
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8. This process may take some
time depending upon the Intemet Explorer has finished deleting the selected browsing history,
speed of the PC, but you will
receive a prompt telling you
that the browsing history has
been deleted. ‘X’ out of this

notification.
. Internet Opti =
9. In the Internet Options box, — T
ClICk the OK button to CIOSE General |Sec|_|rit1-I | Privacy | Content I Connections | Programs I Ad\ranced|
the dlalog box. Home page
l/? To create home page tabs, type each address on its own line,
i hitps://extranet. personnel. ky. gov, -

[ Use current ] [ Use default ” Use new tab

Startup

() Start with tabs from the last session
(@) Start with home page

Tabs
Change how webpages are displayed in tabs.
Browsing history

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

[ Delete browsing history on exit

’ Delete... ] [ Settings ]

Appearance

Colors ][ Languages ” Fonts ” Accessibility ]

I[ oK ]i Cancel || anply

The KHRIS portal should perform
normally now. Otherwise, Internet
Explorer may need to be reset to
default settings. Please refer to the
next section. I

Mozilla Firefox 3 E
10. Click the Open Menu button. =
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K Cut g Copy Paste
- 100% +
Mew Window  Mew Private Save Page
Window
P—
ol
- ®© =] 0
11. Click History. -
History Full Screen Find
—
Options Add-ons Developer
Synced Tabs
€ signinto Sync
Customize [ 7] CJ'
Cut History
r View History Sidebar Ctrl+H

e Clear Recent History...  Ctrl+5hift+Del

12. Click Clear Recent History ...

| Restore Previous Session

1inta §

tomize Show All History
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13. The Clear All History dialog rc|,_=_.ar All History ﬁ
box is displayed.

14. In the Time range to clear: Time range to clear: l Everything 'l
drop-down menu, select
Everything.

All selected iterns will be cleared.

__{': . This action cannot be undone.

B Details

[7] Browsing & Download History

15. Ensure that the Cookies and L Form & search History
Cache checkboxes are Cookies
checked. Cache
1 [] Active Logins
[T] Offline Website Data
[] Site Preferences
16. Click the Clear Now button. I [ - ] I’ — ]
k.
Google Chrome l J = ~ i

1. Click the Menu button. E
Gmail Images  =a= m
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2. Click Settings.

3. Scroll down and click the Show
advanced settings... link.

4. Scroll down to the Privacy
section and click the Clear
browsing data ... button.

Mew tab Ctrl+
Mew window _trl+

Mew incognito window Ctrl+Shift+

History b
Downloads Ctrl+

Bookmarks r

Zoom - 100% =+ -

Print... Ctrl+F
Cast..
Find... Cirl+F

More tools r

Edit Cut Paste

Help 3

Copy

Exit Ctrl+5Shift+0)

Default browser
Make Google Chrome the default browser

Google Chrome is not currently your default browser.

Show advanced settings...

Chrome Settings

o
Extensians Content settings... Clear browsing data...

Settings Google Chrome may use web services to improve your browsing experience. You may optionally disable these

services, Learn more

¥ Use a web service to help resolve navigation errors
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Clear browsing data

5. Inthe Obliterate the following
items from: drop-down menu,

Obliterate the following items from:| the beginning of time

select the beginning of time. Browsing history
Ensure that the Cookies and Download history
other site and pIUgln data and ¥| Cookies and other site and plugin data

Cached images and files
checkboxes are checked.

| Cached images and files — less than 1 ME

Passwards
Autofill form data
Haosted app data

Cantent licenses

6. Click the Clear browsing data
button.

Clear browsing data Cancel
ices, Some settings that may reflect browsing

Resetting Internet Explorer to default settings & updating Internet Explorer settings:

Resetting Internet Explorer to default settings. A L LN S —

DEe

File Edit View Favorite:

1. Atthe top of the browser window, Click
Tools on the menu. (If the menu is not
visible, press the ALT-key on the
keyboard to make the menu visible).

Help

Delete browsing history...
InPrivate Browsing

Turn on Tracking Protection
ActiveX Filtering

Fix connection problems...
Reopen last browsing session

Add site to 5tart menu

View downloads
Pop-up Blocker
SmartScreen Filter

Manage add-ons
Compatibility View settings

Subscribe to this feed...
Feed discovery

Windows Update

Performance dashboard

F12 Developer Tools

Report website problems

2. Click Internet Options. 1

Internet options I

Ctrl+Shift+Del
Ctrl+Shift+P

Ctrl+)

Ctrl+Shift+U
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Internet Opticns
3. The Internet Options dialog box is
displayed. | General | Security | Privacy | Content | Connections | Progran
4. Click on the Advanced tab at the top of Settings
the Internet Options dialog box. = Accelerated graphics R
"] Use software rendering instead of GPU rendering® I
& Accessibiity y
7] Abways expand ALT text for images

"] Enable Caret Browsing for new windows and tabs

7] Move system caret with foous/selection changes

[ Play system sounds

7] Rieset text size to medium for new windows and tabs

7] reeset zoom level for new windows and tabs
7] Browsing
| Automatcally recover from page layout errors with Comps
7] Closs unused folders in Hstory and Favorites®
[ Desable script debugging (Internet Explorer)
[¥] Dusable scriot debuaaing (Dther) il
F] 1 v

*Takes effect after you restart Internat Explorer
| Eestore advanced settings ]

Reset Internet Explorer settings

. Resats Internet Explorer's settings to their default
5. Click the Reset.... button. condition. “
You shauld only use this if your browser is in an unusable state,

ok || cacel || aomy
Reset Internet Explorer Settings =
6. The Reset Internet Explorer Settings r Ilk e e e
dialog box is displayed. — ol
Resetting incudes:
* Disable toodbars and add-ons *  Advanced oplions
» Default web browser settings » Tabbed browsing settings

* Privacy settings * [Pop-up settings

i “ ings” : saacd providers and Accelerators to default
7. Click the “Delete Personal Settings === i E ey gpirer 0
checkbox. nfwnamn ActiveX Fitering and Tradking Protection data, and

passwords.

You must restart Internet Explorer for these changes to take effect.

8. Click the Reset button. E— H[
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9. A new Reset Internet Explorer Settings
dialog box is displayed. After all items in
the dialog box list display green
checkmarks, click the Close button. 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.

Allow pop-up windows from ky.gov websites.

1. At the top of the browser window, Click
Tools on the menu. (If the menu is not
visible, press the ALT-key on the
keyboard to make the menu visible).

2. Select the Pop-up Blocker entry.
3. Click Pop-up Blocker settings.

Resetting Internet Exp

Reset Internet Explorer Settings

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

+ Deleting personal setting

lorer settings

-

i Duedete browsing history.—.

i InPrivate Browsing
Tracking Protection...
ActroeX Faltenng

€ COonneECinon prodeems
Add site to Start manu
Wiew downloads

| Pop-up Blocker

raiicreen Flter
[ Manage add-ons

Cornpatibility View settings

Windows Update
F12 developer tocls

Intemnet options

Ctrle ShifteDel
Cirbe Shifts P

|F‘cf:unn:l & | FrontRange Application 5.
T
| 1 |

Content Admwsirabon User ddmin
Crl+l

» Turn off Pop-up Blocker

i
Pop-up Blocker settings I

-

Prirty
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4. The Pop-up Blocker Settings dialog box
is displayed.

5. Inthe Pop-up Blocker Settings dialog
box, type in “*.ky.gov” in the Address
of website to allow: field.

6. Click Add.

7. You will see “*.ky.gov” in the Allowed
Sites: field.

8. Click the Close button.

el

Pop-up Blocker Settings

Exceplions
= Popups se cunently blocked. You can alow pop-ups from specific
# ! websites by sdding the site to the kit below,

Holifications and blocking ket

Play & sourd vwien & pop-up iz blocked
[] Show Motification bar when & pop-up is blocked.
Blocking lewel

:HMMMMW -

i Pg- b [[:m

" Pop-up Blocker Settings

[Etcaphons

= Popups ame currently blocked . You can allow pop-ups from speciic
| # ! webstes by addng the ste to the st below.

Poddress of webste to allow
I

(Remove .. |

ﬁe'. B sound when B poo-ud 18 blockad
(] Show Notfication bar vihen a pop-up is blocked
Blocking level:

Lo, 55 Fogis
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Add “ky.gov” to the Trusted Sites list in IE. - N I —
1. Atthe top of the browser window, Click \&-%4 e
Tools on the menu. (If the menu is not File Edit View Favorite Help

visible, press the ALT-key on the
keyboard to make the menu visible).

Delete browsing history...
InPrivate Browsing

Turn on Tracking Protection
ActiveX Filtering

Fix connection problems..,
Recpen last browsing session

Add site to Start menu

View downloads
Pop-up Blocker
Smart5creen Filter

Manage add-ons
Compatibility View settings

Subscribe to this feed...
Feed discovery

Windows Update

Performance dashboard

F12 Developer Tools
HttpWatch Basic

Report website problems

2. Click Internet Options. I Internet options I

3. The Internet Options dialog box is
displayed.
4. Click the Security tab.

5. Click Trusted Sites.

6. Click the Sites button.
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R =

7. The Trusted sites dialog box is Intemet Options
displayed. | Generall Seaurity Rrivacy | Content | Connections | Programs | Advanced |

8. Inthe Trusted Sites dialog box, type

“*ky.gov” in the Add this website to - T . 1
@ &l v |®

the zone: field and click the Add
Internet Local intra

button. .
£ oo [ st ]

' This zone containg websites that you
W ftrustnot to damage your computer or
your fles.
You have websites in this zone.

Security level for this zone
Allorwed bevels for this zone: All
Medium
- Prompts before downloading potentialy unsafe

I content
T = Unsigned ActiveX controls will not be dovrnloaded

|| Enable Protected Mode (requines restarting Internet Exploner)

9. Click the Close button.

(o< J[ cond |

[l

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

Trusted sites

Add this website to the zone:

| Add
Websites:
* brassring.com & Remaoyve
* ky.qov |;‘
http: ffkyeascos0 1 —
http: ffkyeasmergal 1 1
Las P A o A . ..

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

Close

Adobe Reader Settings:

1. Inthe bottom left hand corner
of your screen, click on the
Windows Start button.

(Windows 7) ﬂ (Windows 10)
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2. The Start menu will be
displayed. Type “Acrobat
Reader”. (Left screenshot is the
Windows 7 Start Menu; right
screenshot is the Windows 10
Start Menu.)

3. If Acrobat Reader in installed, it
will be displayed on the Start
Menu. Click Acrobat Reader’s
icon to launch the program.

4. Acrobat Reader will open. Click
Edit in the menu.

L-:' “ Micrasoft Outlagk 2010 3

lf:‘*‘l Micrasoft Excel 2010 b
==

i
n Connect to a Projector

Calculator

Getting arted 3

i
Sticky Motes
:'lé Snipping Tool
o ;: Paint

i ¥ PL Wiewer

P AllPrograms

=H O @

More .

Best match

Acrobat Reader DC
Desktop app

acrobat readed
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5. Click Preferences.

6. The Preferences dialog box is
displayed.

7. Under the Categories section,
Security (Enhanced).

8. Un-check “Enable Protected
Mode at startup”.

10. Click OK.

B bat Reader DC || ad |

—

Fil iew  Window Help

Hc

@ Take a Snapshot

Check Spelling 4

Advanced Search Shift+Ctrl+F
Protection C:
Accessibility 4
Manage Tools
Preferences... Ctrl+K
[ preferences =]
I Categories: I Sandbox Protections
Commenting I || Enable Protected Mode at startup I [T Create Protected Mode |og file View log
Documents
Full Screen Protected View (@ Off
General Files from potentially unsafe locations
Page Display

Accessibility

Adobe Online Services
Email Accounts
Forms

Identity

Internet

JavaScript

Language

Mezsuring (2D)
Measuring (30)
Messuring (Gea)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

3D & Multimedia

i

SR
Spelling
Tracker

Trust Manager
Units

All files

Enhanced Security

[7] Enable Enhanced Security [] Cross domain log file

Privileged Locations

¥ 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 werk securcly while granting trust to items in your
workflow.

[T] Automatically trust documents with valid certification

Automatically trust sites from my Win OS security zones

View Windows Trusted Sites

View

AddFile | [ AddFolderPath | | Add Host Remove

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