e !fumanResources HRIS Troubleshooting

HRIS} Information System

Northwestern University Clearing Your Browser’s Cache and Cookies

Most HRIS login problems can be resolved by clearing your browser’s cache and cookies, including if you are
an external applicant and receive an error indicating you have an invalid user name / password.

The following browsers and operating systems are certified for HRIS:

Internet Explorer 7 on Microsoft Windows

Internet Explorer 8 on Microsoft Windows

Firefox 3.x on Microsoft Windows, UNIX, Linux, and Mac OS X
Apple Safari 3.6x on Mac OS X

If you are a PC user, we suggest you use Internet Explorer, because Google Chrome is not compatible with
HRIS. If you are using a MAC, we suggest you use Mozilla Firefox, because HRIS is not always compatible with
Safari.

Please complete the following steps for your appropriate browser.

Internet Explorer 7

Internet Explorer 8

Mozilla Firefox 3

Safari 5

If you still cannot access the system, contact the HRIS Helpdesk at 7-4800 or hrishelp@northwestern.edu.
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Internet Explorer 7

Procedure

1. ' Click the “TooLsé menu link at the top of the Internet Explorer window. Depending on your personal
setup, the location of the Tools menu may be different than that shown below:

File Edit ‘Wiew Fawvorites Help

2. On the Tools menu, click “INTERNET OPTIONSX Help

Delete Browsing Hiskory, ..

Pop-up Blocker k
Phishing Filter *
Manage Add-ons r

wiindows Update

Windows Massenger

Diagnose Connection Problems. ..
Send ko Blustooth Device. ..

Blog This in Windows Live Writer

Internet Cptions

3. | Inthe Browsing history dialog box, click Internet Options 3
“DELETEX €

General | Securiy | Privacy | Content | Commections | Programs | Advanced

Home page

/‘ To create home page tabs, vpe each address on its own line.
£
i

Use current ] [ Use default ” Use blank

Browsing history

Delete temporary Files, history, cookies, saved passwords,
=
4 and web farm information.

@D[ Settings ]
Search

;:ﬁ/", Change search defaults. Settings

Tabs
Change how webpages are displayed in
—) tabs,
Appearance
Colors H Languages ][ Fonts ][ Accessibility ]
[ Ok ] [ Cancel ]
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4. | Inthe Delete Browsing History dialog box, Delete Browsing History X

perform the following:
Temporary Internet Files
Copies of webpages, images, and media that

e Click “DELETE FILES” are saved for faster viewing,
e Click “DELETE COOKIES” Cookies
Files stored on your computer by websites b Delete cookies,..
. . save preferences such as login information,

You may click other buttons according to your

preference; these will not affect HRIS. History :
List of websites vou have visited,
Form data
Saved information that yau have kyped into
farms,
Passwords
Passwards that are automatically filed in when
voll log on ko & website vou've previously
visiked,
about deleting browsing bistary [ Delete all.. l [ Close l

5.  Close and then re-open Internet Explorer and sign into HRIS.
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Internet Explorer 8

1. ' Click the “SAFETYE menu link at the top of the Internet Explorer window. Depending on your personal
setup, the location of the Safety menu may be different than that shown below:
z‘;“:‘l\ =
2.

| pmno~ Page - Tools ~ gd~
On the Safety menu, click “DELETE BROWSING P L dh v Pags
I3 ot | s ki
HISTORYX €
< Delete Browsing History, ., Ckel+Shift+Del
0 InPrivate Browsing Zkel+Shift+P
|zl Webpage Privacy Policy...
InPrivate Filkering Zkel+3hift+F
InPrivate Filkering Settings
=
¥ Smartscreen Filker r
Windows Lipdate
3. Inthe Delete Browsing History dialog box, perform | pelete Browsing History
the followi ne: [JPreserve Favorites website data
Keep_cookies an_cl temporary Internet_ files that enable your Favorite
. @ChECk “PRESERVE FAVORITES WEBSITE DATA” websites ta retain preferences and display faster,
e Check “TEMPORARY INTERNET FILES” [l Temporary Internet files
e Check “COOKIES” Singﬂ?;gof webpages, images, and media that are saved for Faster
[+] Cookies
You may check or uncheck the other boxes B el It U S VR =)
according to your preference; these will not affect I iestars
HRIS.
. Delete
Click

List of websites you have visited,
[]Form data
[JPrasswords

Saved information that you have typed into Forms,

Saved passwords that are automatically Filled in when vou sign in
to a website you've previoushy visited.
[]InPrivate Filtering data

Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit,

Close and then re-open Internet Explorer and sign into HRIS.

Delete | |

Cancel
(rev. 3/12/11)




HRIS Troubleshooting

Clearing Your Browser’s Cache and Cookies

Mozilla Firefox 3

Procedure

1. | Click the “TooLsé menu link at the top of the Firefox window. Depending on your personal setup, the
location of the Tools menu may be different than that shown below:
File Edit Wiew Histary  Bookmarks Help
2.  Onthe Tools menu, click “CLEAR RECENT HISTORYX & Toals  Help
Web Search ChelHK
Downloads Chrl+1
Add-ons
Error Console Chrl+Shift+1
Page Info
Skark Private Browsing  Crrl4-Shift+P
Clear Recent History...  ChrlH-Shift+Del
Options...
3. i lInthe Clee!r Recent History dialog box, perform Clear Recent History
the following:
Time range to clear; | Ewerything w
e Ensure that “TIME RANGE TO CLEAR” is set to
“Everything”
e Check “COOKIES” ' All selected items will be cleared.
e Check “CACHE” ) This action cannot be undone,
e Check “AcTIVE LOGINS” |
e Check “SITE PREFERENCES”
Dietails
You may check or uncheck thfe other bpxes [] Browsing & Dowrload History
according to your preference; these will not [ Form & Search History
affect HRIS. cookias
Cache
. v | Active Logins
Click | lear Mow | ctive Log
Site Preferences
Clear Mow l [ Cancel
4.  Close and then re-open Firefox and sign into HRIS.

(rev. 3/12/11)



HRIS Troubleshooting Clearing Your Browser’s Cache and Cookies

Safari 5

Procedure

1. | Click the “SAFARIE menu link at the top of the menu bar. Depending on your personal setup, the
location of the Tools menu may be different than that shown below:
_ @ 7D File Edit View History
2. Onthe Safari menu, click “EMPTY CACHEX € m File Edit WView Histon
About Safari
Report Bugs to Apple...
|
Preferences... 3, |
v Block Pop-Up Windows  {+3K |
|
Private Browsing...
Reset Safari...
Empty Cache... HE
Services [
Hide Safari #H ‘
Hide Others C3#H
Show All
Quit Safari %0
3.  Inthe Empty Cache dialog box:
Are you sure you want to empty the
e Click “EmMPTY” cache?
Safari saves the contents of webpages you open, and
stores them in a cache, so the pages |load faster
when you visit them again.
(‘_fj (" cancel ) ( Empty )
4. | Close and then re-open Safari and sign into HRIS.
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