Clearing Your Cache

“Cache” is a term that applies to information stored on a personal computer (PC). As you
access pages and screens on the Internet, the memory of these pages is written to the cache.
There are several instances where it is recommended that you clear your PC’s cache to ensure
better performance and/or avoid processing errors. Following are some examples of when you
should clear your cache:

if you have multiple User IDs and are logging in with your other User ID

if new security access or a new role has been applied to your User ID

if new and/or updated software has been installed on your PC

if you encounter unusual processing errors: i.e., a function you were able to perform
previously is no longer working and you receive an unexpected error message.

After you have cleared your cache you must exit out, log back in, and then attempt the function
again to see if it works. You may want to consider clearing your cache daily upon logging in to
avoid processing problems caused by the instances outlined above.

There are several internet browsers in use by PHRST End Users: Microsoft Internet Explorer,
Google Chrome, Mozilla Firefox, and Safari for Apple Macs. The first step to clearing your
cache is to know the type of browser and version number you are using. Please use the
information below for clearing cache if you are using Microsoft Internet Explorer. If you are
using a browser other than Internet Explorer please contact your network administrator for more
in-depth instructions on clearing your cache.
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Clearing Your Cache

1. From your internet browser click on the | Fje Edit View Favorites Help
“Tools” menu option located at the top of the
page (See Example 1)

B . . ., Example 1
2. Select “Delete browsing history...” (See -
Exam p|e 1) Delete Browsing History |§|
Temporary Internet Files
3. Click on the “Delete all...” (See Example 2) Gt of g nres, INEPES, s edl Bhe
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1. Repeat steps one and two above for IE7. Delete Browsing History ———
Note: A shortcut to access the “Delete
Browsing History” window is to select the [|Preserve Favorites website data
h . Keep cookies and temporary Internet files that enable your favorite
Ctrl+Shift+Delete keyS all at one time. websites to retain preferences and display faster.
2. UNCHECK the “Preserve Favorites website [V| Temporary Internet files
” H. H Copies of webpages, images, and media that are saved for
data” and CHECK the remaining options s ol
(See Example 1) Cookies

Files stored on your computer by websites to save preferences
such as login information.

History
List of websites you have visited.

3. Click on the “Delete” button (See Example 1)

4. Click “Yes" (See Example 2)
Form data
Saved information that you have typed into forms.

Delete Browsing History %] Passwords
Saved passwords that are automatically filled in when you sign
' Are you sure you want to delete all Internet in to a website you've previously visited.
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Clearing Your Cache

1. Repeat steps one and two above for IE7 or Delete Browsing Histoy (I e

IE8. Note: A shortcut to access the “Delete

. . ” . . Preserve Favorites website data
Browsing History” window is to select the |

Keep cookies and temporary Internet files that enable your favorite

Ctrl+Shift+Delete keys all at one time. | tebeme o remnpreferences nd dspley st
. . Temporary Internet files
2. U NCH ECK the “Pl‘esel’ve FaVOI’IteS WebS|te C_opi_es of webpages, images, and media that are saved for faster
” « . VIEWINg.
data” and CHECK the remaining options (See 7] Cookies
Exam ple 1) Files stored on your computer by websites to save preferences
such as login information.
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3. Click on the “Delete” button (See Example 1) Lt o ebstes you have visited.
. . Download Hist
4. A message is displayed at the bottom of e e nrioaces
screen to confirm your browsing history has
Form data
been deleted (See Example 2) Saved information that you have typed into forms.
Passwords

Saved passwords that are automatically filled in when you signin
to a website you've previously visited.
ActiveX Filtering and Tracking Protection data

Internet Explorer has finished deleting the selected browsing history. : “Sttezgwegjgei:cxtd“ﬁﬁ ﬁ""t: ﬁgﬁriﬂgxhi’;d da‘aus'?jd b"\‘ ;ad.d"g
o on 3 WnNEere WebsItes mig £ automatcally sharing
details about your visit.

Example 2

About deleting browsing history Delete ] I Cancel I




Clearing Your Cache

1. From the Internet Browser, click on the “Tools”
menu option located at the top of the page or

Preserve Favorites website data

CIICk on the “Gear" icon - Keep oookles anf:l temporary Intemel_ﬁles that enable your favorite
2. Click on “Internet options.” 0 retein preferences and diply facter
3. Under “Browing history” click the Delete” 7] Temporary Internet files and website files
button Copies of webpages, images, and media that are saved for
: faster viewing.
4. Ensure the “Preserve Favorites” option is [¥] Cookies and website data
unchecked. (see screen shot to the right). A
5. Click the “Delete” button 7] History
. List of websites you have visited.
6. At the bottom of your webpage a message will
display indicating the browser completed the ¥ Download History
cache deletion (see screen shot below). Lt orfiesyou nioaded
7. Then click the “OK” button [[]Form data _
Saved information that you have typed into forms.
Passwords
] Saved passwords that are automatically filled in when you sign
in to a website you've previously visited.
Internet Explorer has finished deleting the selected browsing history. Tracking Protection, ActiveX Filtering and Do Not Track ¢

A list of websites excluded 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.

About deleting browsing Delete l I Cancel
history




