IT FAQs

Frequently Asked Questions
[QUESTION.  [ANSwer: |

What versions of Microsoft Internet Explorer are
supported for Employee Self-Service (ESS)?

e Internet Explorer 9. x
Internet Explorer 10.x
Firefox 26

e Safari 5.x

e Chrome 32

What proxy settings are needed for ESS?

Network Administrators have been given instructions
for proxy settings needed for ERP applications. The
information for “Proxy Settings” appears on page 3 of
this document.

Is there something | can leave with employees to
assist them in clearing their cache?

Following are some examples why users have been
advised to clear their cache:
¢ If they have multiple User IDs and are logging

in with their other User ID
If new security access or a new role has been
applied to their User ID
If new and/or updated software has been
installed on their PC
If they encounter unusual processing errors;
i.e., a function they were able to perform
previously is no longer working and they
receive an unexpected error message

For complete instructions, please see “Clearing

Cache” on page 4.

Employee Self Service often seems slow or not
responding when the system is actually processing
data. Employees need to watch for the screens to
catch up rather than continuing to click the ‘enter
key’ otherwise they will lock up their system.

If processes are taking some time for responses, a
“Processing Request” message appears in the top
right corner letting Employees know that the system
is working.

The following browser information has been included in the Employee Packets:
Work Computer — If your work computer does not have one of the versions above, contact your IT

Department.

Home Computer — If your home computer does not have one of the versions above, it is recommended
that you upgrade to the appropriate browser version.




Employees should be able to access Self-service from any PC without any special settings. If an
organization provides stand-alone or kiosk type computers to accommodate those employees who do not

have personal computers at their work stations or at home, those computers may have limited Internet sites
for employees to access. In those cases, the following URL’s should be made available:

e eapps.erp.delaware.gov e sso.delaware.gov
The ERP technical support team has found that the browser settings described below are necessary for End
Users to successfully work within the First State Financials (FSF) and PHRST applications. The examples

below represent Internet Explorer 8.0 (IE) screen shots. If there are other browsers in use, corresponding
proxy settings should be applied. The following proxy exceptions are required:

Organizations within the State Network SSL/VPN Organizations

e *.erp.state.de.us e access.delaware.gov
e https://docdir.dti.state.de.us e *erp.state.de.us

-
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The first step to clearing cache is to know the type of browser you are using. Throughout the state there are
several internet browsers in use: Microsoft Internet Explorer, Google Chrome, Mozilla Firefox and Safari for

Apple Macs. Please use the information below for clearing cache if you are using Microsoft Internet Explorer.
If you are using another browser mentioned above, please contact your technical staff for assistance.

Important Note: Please close the PHRST or FSF application before starting this process.

Determine Internet Explorer (IE) Version

1. From the internet browser click on the “Help”
menu option located at the top of the page & About Internet Explorer -

Click on “About Internet Explorer” /- U
Le Internet Explorer 8

An information box will appear ——»

Version: 8.0.7600.16385

Cipher Strength: 256-bit

Product ID: 00371-0EM-8992671-00524
Internet Explorer Help Update Versions: 0

File Edit View Favorites Tools

What's Mew in Internet Explorer 9 Warning: This computer program is protected by copyright law
and international treaties. Unauthorized reproduction or
distribution of this program, or any portion of it, may result in
severe civi and criminal penalties, and wil be prosecuted to the
maximum extent possible under the law.

Online support

I About Internet Explorer I

©2009 Microsoft Corporation

Example: IE Version 8

Clearing Cache for |IE Version 7

1. From your internet browser click on the “Tools” | File Edit View Favorites Help
menu option located at the top of the page IDEIetE browsing history... |

Select “Delete browsing history...” (See Example 1
Example 1)

Delete Browsing History

Click on the “Delete all...” (See Example 2)

Temporary Internet Files
Copies of webpages, images, and media that Delete files...

CIle YeS (See Example 3) are saved for Faster viewing.
Cookies

CIle Close (See Example 2) Files stored on your computer by websites ta Delete coakies...

save preferences such as login information.

i History
Delete Browsing History S List of websites you have visited, Delete history. .

Are you sure you want ko delete all Internet
' Explarer browsing histary? Form data
£ ’ Saved information that you have typed into Delete forms...

farms.

[] Also delete files and settings stored by add-ons.

Passwords
What does this delete? [ Yes ] [

Mo Passwords that are automatically filled in when | Delete passwords...
wou log on to a website vou've previously
wisited,

Example 3 About deleting browsing histor

Example 2




Clearing Cache for IE Version 8

1. Repeat steps one and two above for IE7 OR Delete Browsing History >
use the keyboard 'shortcut Ctrl+Shift+Delete FTbreserve Favorites website data
keyS all at one time to access the Delete eep cookies and temporary Internet files that enable your favorite
BrOWSing History WindOW lvebsites to retain preferences and display faster.

« . . femporary Internet files
UNCHECK the “Preserve Favorites website Copies of webpages, images, and media that are saved for

data” and CHECK the remaining options (See D EIg
Example 1) T

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

3. Click on the “Delete” button istory

List of websites you have visited.

4. Click Yes (See Example 2) L orm data

Faved information that you have typed into forms.

Passwords

Delete Bruwsing Histury Eaved passwords that are automatically filled in when you sign
— n to a website you've previously visited.

' Are you sure you want ko delete all Internet (nPrivate Filtering data
Y Explarer brawsing histary? Eaved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit.

[Jalso delete files and settings stored by add-ons.

‘What does this delete? [ Yes ] l Mo

About deleting browsing
history

Example 2
Example 1

Clearing Cache for IE Version 9

1. Repeat steps one and two above for IE7 OR use the e — [
keyboard shortcut Ctrl+Shift+Delete keys all at one
time to access the Delete Browsing History window Preserve Favorites website data

eep cookies and temporary Internet files that enable your favorite
vebsites to retain preferences and display faster.

UNCHECK the “Preserve Favorites website data”

and CHECK the remaining options (See Example 1) | emporary Internet files

Copies of webpages, images, and media that are saved for
Click on the “Delete” button aster viewing.

Cookies

Files stored on your computer by websites to save preferences

A message is displayed at the bottom of screen to e e e
confirm your browsing history has been deleted (See iistory
Exam pIe 2) ist of websites you have visited.

form data
Eaved information that you have typed into forms.

Internet Explorer has finished deleting the selected browsing history| Passwords
Eaved passwords that are automatically filled in when you sign
n to a website you've previously visited.

[nPrivate Filtering data
Caved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit.

Example 2

About deleting browsing Delete Cancel
history

Example 1




