OAKS CI Training Guide — First Time User Setup

State of Ohio Standard Forms and Documents

Configuring Your Computer to Use the OAKS CI Application

This document contains job aids to assist you in the configuration of your computer to properly use the
OAKS CI application. Each computer that will be utilizing the OAKS CI application will need to use the
Sun Java, Internet Explorer Configuration (the job aid used will depend on the version of Internet
Explorer installed on the computer).

Sun Java
(IF YOU KNOW THAT YOU ALREADY HAVE SUN JAVA ON YOUR DESKSTOP, GO TO PAGE 3)

1. Click on Start and go to Settings, then click on Control Panel. If you do not see Settings in
your start menu, just click on Control Panel.

2. Double-click on Add or Remove Programs. If you do not see Add or Remove Programs, click
on Switch to Classic View in the left-hand window pane. Then double-click on Add or Remove
Programs.

3. Look for the installed versions of Java. Sun Java, any version after Sun Java 5 and up to Sun
Java 6 version 22 is acceptable.

Note: If you do not have Sun Java on your PC.

4. Java JRE releases after Update 22 have not yet been certified for use with Unifier. If you have
an unsupported version installed, it is recommended that you uninstall your JRE and reinstall
one of the supported versions. You can find prior versions at:
http://www.oracle.com/technetwork/java/archive-139210.html.
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After completing the IE6,7 or 8/9 instructions and once you have logged onto OAKS ClI,

complete the below steps:

Click on Preferences on the top right hand corner of the Cross Project Home Page

Bookmarks Preferences

Click Options

Format your Viewer Option, File Transfer Option and Document Manager

Suppaort

information to reflect what is shown below in the example:

=10 |

Logout

/= https:/ /oaksci.ohio.gov/ - User Preferences - Windows Internet EXp - |EI|1|
| General | Security Options
Time Zone: | GMT -05:00, Eastern Standard Time (New York) |
Date Format: [ MMDDAYYY HH:MM Al |
I ViewerOptinn:I |Natiue j
| File Transfer Option{ [Intermediate | |

Email Subscription: [T Send notifications in single daily digest

Document Manager - Project/Shell
V¥ Document upload

¥ Transfer cwnership

¥ 1mave

¥ Delets

¥ Document revise

¥ Folder rename
Document Manager - Company

¥ Document upload
FTransfernwnership
¥ Move

¥ Delets

¥ Document revise

¥ Folder rename

W ET]
| il Y

k

Apply Ok Cancel
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Configuring the Internet Explorer 6 Browser (IE 7 go to pg.6, IE 8 go to pg.8, IE 9 go to pg.10)

Unifier runs in an Internet Explorer browser window. This document outlines the settings within Internet
Explorer that need to be configured in order for Unifier to run successfully. This setup must be
performed for each computer on which you will be running Unifier. When you have finished configuring
the computer, log out of Unifier and close the browser completely for the new settings to take

effect.

Open Internet Explorer.

From the browser menu bar, clip Help and choose About Internet Explorer.

1
2
3. Verify your browser version.
4

Click the Tools dropdown menu and select Internet Options.

) Welcome to Ohio.gov - Microsoft Internet Explorer

File Edit Miew Favorites BEsES Help
Mail and Mews 3
N o’ |£| Pop-up Blocker (5
Manage Add-ons. ..

Address |$§| htkp: ffahio, gow/ Synchranize. .

Windows Update

Windows Messenger

E Diagnose Connection Problems. ..

Sun ava Console

State of Ohio

Internet Options ?I )-CI

General ISecurity I Privacy I Conkenkt I Conneckions I Programs I Aadvanced I

Homes pags
l/'? To creake home page tabs, type each address on iks own line.
= =

Ekp: flohio. gosw ) - I
(=
Use current I Use default I Use blank I
Erowssing hiskory
’1_ Delete kemporary Files, history, cookies, saved passwaords,
| i i
and web Form information,
T Delete browsing hiskory on exit
Delete. .. I Settings I
Search
p Zhange search defaults. Sekkings I
Tabs
Change how webpages are displayed in Sekkings I
tabs.
Appearance
Calors I Languages I Fonks I Accescibility I

(=] 4 I Cancel I appliy
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The table below summarizes the settings in the Internet Options window. When you have configured
Internet Explorer 6 with the following options, close the browser and restart your computer.

In this tab Do this Choose this setting
General Under Temporary Internet files, click e Choose Every visit to the page
the Settings button to open the .
Settin g P ¢ Amount of disk space to use: 1000MB or
gs window. )
higher (up to 3200)
Under Temporary Internet files, click e Select Delete all offline content (do this
the Delete Files button to open the regularly to clear the cache).
Delete Files window.
Security For the “zone,” click: Scroll down the list and choose the following
settings:
e Trusted Sites ¢ Automatic prompting for file downloads:
. . Enable
¢ Click the Sites button. Under
Websites to add to this zone type e File download: Enable
https:// *.ohio.gov and click Add to ) .
add as a Trusted Site. e Use Pop-up Blocker: Enable
¢ Allow script-initiated windows to open
Then g0 to the bottom of the screen without size or position constraints: Enable
and Click Custom Level
¢ Display mixed content: Enable or Prompt
Click the Custom Level button to open | At the bottom of the window:
the Security Settings window. e Reset custom settings/Reset to (dropdown
menu): select Medium
Privacy On the Privacy tab: e Move the Privacy Settings slide to
Medium
e Under Pop-up Blocker, select Block pop-
ups
Advanced On the Advanced tab: Scroll down the list and do the following:

e Deselect “Use JRE [version no.] for
<applet> (If you will be running Custom
Reports, i.e. Crystal Reports, you will
need to Select this option.

e Select “Empty Temporary Internet Files
Folder when browser is closed”

¢ Deselect “Do not save encrypted pages to
disk”

e Select “Enable Integrated Windows
Authentication”

e Select “Use SSL 2.0"
e Select “Use SSL 3.0"
e Deselect “Use TLS 1.0”
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Configuring the Internet Explorer 7 Browser

Unifier runs in an Internet Explorer browser window. This document outlines the settings within Internet
Explorer that need to be configured in order for Unifier to run successfully. This setup must be
performed for each computer on which you will be running Unifier. When you have finished configuring
the computer, log out of Unifier and close the browser completely for the new settings to take

effect.

1. Open Internet Explorer.

2. Verify your browser version.

3. Click the Tools dropdown menu and select Internet Options.

) Welcome to Ohio.gov - Microsoft Internet Explorer

File Edit Miew Favorites BSEsES Help
Mail and Mews 3
N 7 |£| Pop-up Blocker (5
Manage Add-ons. ..

Address |$§| htkp: ffahio, gow/ Synchranize. .

Windows Update

Windows Messenger

g Diagnose Connection Problems. ..

o . . 5un Java Console
Living in Ohio

State of Ohio

Internet Options ?I x|

General ISecurlty I Privacy I Contenkt I —onnections I Programs I Advanced I

Horme page
[/’. To create home page kabs, bwvpe each address on its own line.
E15;

=
[
Use current I Use default I Use blank I
EBrowsing history
’[_ Delete temporary Files, history, cookies, saved passwords,
- ! and web Form information
/ o
I Delete browsing history on exik
Delete., .. I Settings I
Search
p Zhange search defaulks, Sektings I
Tabs
—hange how webpages are displaved in Settings I
tabs.
Appearance
Colars I Languages I Fonks I Accessibility I
ak I Cance| I apply I
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The table below summarizes the settings in the Internet Options window. When you have
configured Internet Explorer 7 with the following options, close the browser and restart your

computer.
In this tab Do this Choose this setting
General Under Browser History, click | e Choose Every time | visit webpage
the Settings button to open e Amount of disk space to use: 1000MB or higher
the Settings window.
Under Browsing History, click | e Under Temporary Internet Files, click the Delete Files button
the Delete Files button to (do this regularly to clear the cache).
open the Delete Browsing
History window.
Under Tabs, click the Settings | e Choose Let Internet Explorer decide how pop-ups should
button. open
Security For the “zone,” click: Click the Custom Level button to open the Security Settings
window. Scroll down the list and choose the following settings:
e Trusted Sites ] . .
) ] e Automatic prompting for file downloads: Enable
e Click the Sites button. )
Under Websites to add to | ® File download: Enable
ih's zone type https:// « Allow script-initiated windows without size or position
.ohio.gov and cllck_ Add to constraints: Enable
add as a Trusted Site.
Allow websites to open windows without address or status
Then go to the bottom of * bars: Enable P
the screen and Click '
Custom Level ¢ Display mixed content: Enable or Prompt
e Use Pop-up Blocker: Enable
At the bottom of the window:
Reset custom settings/reset to (dropdown menu): select:
Medium
Privacy On the Privacy tab: ¢ Move the Privacy Settings slide to Medium
e Under Pop-up Blocker, select Turn on Pop-up Blocker
Click the Settings button to ¢ In Address of website to allow type *.ohio.gov and click Add
open the Pop-up Blocker ) _ o )
Settings window. o Filter level: set to Medium: Block most automatic pop-ups
e Click Close.
Advanced On the Advanced tab: Scroll down the list and do the following:

Java:

e Deselect “Use JRE [version no.] for <applet> (If you will be
running Custom Reports, i.e. Crystal Reports, you will need
to Select this option.

Security

e Select “Empty Temporary Internet Files Folder when browser
is closed”

e Deselect “Do not save encrypted pages to disk”
e Select “Enable Integrated Windows Authentication”

e Select “Use SSL 2.0", Select “Use SSL 3.0”, Deselect “Use
TLS 1.0”
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Configuring the Internet Explorer 8 Browser

Unifier runs in an Internet Explorer browser window. This document outlines the settings within Internet
Explorer that need to be configured in order for Unifier to run successfully. This setup must be
performed for each computer on which you will be running Unifier. When you have finished configuring
the computer, log out of Unifier and close the browser completely for the new settings to take

effect.

1. Open Internet Explorer.

2. Verify your browser version.

3. Click the Tools dropdown menu and select Internet Options.

Internet Options

2} Welcome to Ohio.gov - Microsoft Internet Explorer

File Edit ‘iew Favorites BEEES Help
Mail and Mews »
W 7 |ﬂ Pop-up Blocker &
Manage Add-ons. .. —
Address :#johio. )
@ hitp:/fokio. gov Synchronize,..

Windows Update

Windows Messenger

T Diagriose Connection Problems. .,
fre
Sun Java Console

State of Ohio

General ISecurity I Privacy I Conkenk I Conneckions I Programs I Advanced I

Home page
[/? To create home page kabs, type each address on its own line.
= [ =5 T v

=l
(=
Lise current I Use default I Use blank I
Browsing history
’l_ Delete kemporary Files, history, cookies, sawved passwaords,
4 1 q .
and web Form inforrmation.
I Delete browsing history on esxik
Delete. .. I Settings I

Search

p Change search defaults. Settings I

Tabs
Zhange how webpages are displaved in Sektings I
tabs.
Appearance
—olors I Languages I Fonts I Accessibility I

2| |

(=] 4 I Cancel I Aol
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The table below summarizes the settings in the Internet Options window. When you have configured
Internet Explorer 8 with the following options, close the browser and restart your computer.

In this tab Do this Choose this setting
General Under Browser History, click the e Choose Every time | visit webpage
Settings button to open the ) _ ,
Settings window. ¢ Amount of disk space to use: 27000MB or higher
Under Browsing History, click the e Under Temporary Internet Files, click the Delete Files
Delete Files button to open the button (do this regularly to clear the cache).
Delete Browsing History window.
Under Tabs, click the Settings e Choose Let Internet Explorer decide how pop-ups should
button. open
Security For the “zone,” click: Click the Custom Level button to open the Security Settings
window. Scroll down the list and choose the following
e Trusted Sites settings: . .
. . e Automatic prompting for file downloads: Enable
e Click the Sites button. Under )
Websites to add to this zone * File download: Enable
type https:// *.ohio.gov and click | o ajiow script initiated windows without size or position
Add to add as a Trusted Site. constraints: Enable
e Thengoto the_ bottom of the ¢ Allow websites to open windows without address or
screen and Click Custom Level status bars: Enable
¢ Display mixed content: Enable or Prompt
e Use Pop-up Blocker: Enable
At the bottom of the window:
¢ Reset custom settings/reset to (dropdown menu): select:
Medium
Privacy On the Privacy tab: e Move the Privacy Settings slide to Medium
e Under Pop-up Blocker, select Turn on Pop-up Blocker
Click the Settings button to open ¢ In Address of website to allow type *.ohio.gov and click
the Pop-up Blocker Settings Add
window. . . .
o Filter level: set to Medium: Block most automatic pop-
ups
¢ Click Close.
Advanced On the Advanced tab: Scroll down the list and do the following:

Java:

e Deselect “Use JRE [version no.] for <applet> (If you will
be running Custom Reports, i.e. Crystal Reports, you will
need to Select this option.

Security

e Select “Empty Temporary Internet Files Folder when
browser is closed”

¢ Deselect “Do not save encrypted pages to disk”

e Select “Enable Integrated Windows Authentication”
e Select “Use SSL 2.0”

e Select “Use SSL 3.0”, Deselect “Use TLS 1.0”
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Configuring the Internet Explorer 9 Browser

Unifier runs in an Internet Explorer browser window. This document outlines the settings within Internet
Explorer that need to be configured in order for Unifier to run successfully. This setup must be
performed for each computer on which you will be running Unifier. When you have finished configuring
the computer, log out of Unifier and close the browser completely for the new settings to take

effect.
1. Open Internet Explorer.

2. Verify your browser version.

3. Click the Tools dropdown menu and select Internet Options.

-

Internet Options

- T | T

General |Securi1:5-I I Privacy I Content I Connections I Programs I Ad'u'ancedl

Browsing history

Horme page
/» To create home page tabs, type each address on its own line.
LI ] . 0 |
Ll hitp:/fgo.microsoft. com/fwlink/TLinkld=5691 57 -
[ Use current ] [ Use default ] [ Use blank ]

"l_ Delete temporary files, history, cookies, saved passwords,
« ) and web form information.

[] Delete browwsing history on exit

[ Delete... ] [ Settings ]
Search
{_j Change search defaults.
P
Tabs
Change how webpages are displayed in
tabs.
Appearance
[ Colors ] [ Languages ] [ Fonts ] [ Accessibility ]
[ oK | [ cancel | Apply
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The table below summarizes the settings in the Internet Options window. When you have configured
Internet Explorer 9 with the following options, close the browser and restart your computer.

In this tab Do this Choose this setting
General Under Browser History, click the e Choose Every time | visit webpage
Settings button to open the . ) .
Settings window. e Amount of disk space to use: 1000MB or higher
Under Browsing History, click the | e Under Temporary Internet Files, click the Delete Files
Delete Files button to open the button (do this regularly to clear the cache).
Delete Browsing History window.
Under Tabs, click the Settings e Choose Let Internet Explorer decide how pop-ups should
button. open
Security For the “zone,” click: Click the Custom Level button to open the Security Settings
window. Scroll down the list and choose the following
e Trusted Sites settings:
¢ File download: Enable
¢ Click the Sites button. Under o ] ] ) N
Websites to add to this zone ¢ Allow script initiated windows without size or position
type https:// *.ohio.gov and constraints: Enable
click Addto add asaTrusted | , Ajiow websites to open windows without address or
Site. status bars: Enable
* Then go to the bottom of the « Display mixed content: Enable or Prompt
screen and Click Custom Level
e Use Pop-up Blocker: Enable
At the bottom of the window:
¢ Reset custom settings/reset to (dropdown menu): select:
Medium
Privacy On the Privacy tab: e Move the Privacy Settings slide to Medium
e Under Pop-up Blocker, select Turn on Pop-up
Blocker
Click the Settings button to e In Address of website to allow type *.ohio.gov and
open the Pop-up Blocker click Add
Settings window. ) . .
o Filter level: set to Medium: Block most automatic
pop-ups
e Click Close.
Advanced On the Advanced tab: Scroll down the list and do the following:
Security
e Select “Empty Temporary Internet Files Folder when
browser is closed”
e Deselect “Do not save encrypted pages to disk”
e Select “Enable Integrated Windows Authentication”
e Select “Use SSL 2.0”
e Select “Use SSL 3.0", Deselect “Use TLS 1.0”

NOTE: MOST OF THE ISSUES THAT USER’S MAY HAVE WITH IE9 are due to Privacy settings
and PoPUp blocker
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