Some Best Practices

 For Working With Web-based Applications

July 2010

We’ve put together several tips that will help you use eUMB Financials and other web-based applications with fewer problems.  Here’s a recap of the tips you’ll find on the following pages:

1. Use a supported browser and operating system.

2. Turn off all pop-up blockers while using eUMB Financials.

3. Manage open windows, keeping 5 or fewer open at once.

4. Set up eUMB Financials as a Trusted Site in Internet Explorer.

5. Clear your browser’s cache occasionally (clean out your PCs temporary internet files).
6. Be careful when using a mouse with a wheel.
Use a Supported Browser and Operating System

UMB recommends the Internet Explorer browser for the eUMB Financial, RAVEN, and HR user community. This will deliver an optimal user experience.

Below are the combinations of web browsers and client operating systems that PeopleSoft supports. 
      Windows 7

· Internet Explorer 8


Windows XP

· Internet Explorer 6

· Internet Explorer 7
· Internet Explorer 8

· Netscape Navigator 7.x 


Windows 2000 and NT

· Internet Explorer 5 and above

· Netscape Communicator 4. 7x/4.8x

· Netscape Navigator 7.x

Mac OS 9 and X

· Internet Explorer 5

· Netscape Communicator 4. 7x/4.8x

· Netscape Navigator 7.x

Notes:  

Adobe Acrobat Reader (version 5.x, 6.x, 7.x or 8.x) is required to view reports and attachments saved in PDF format. Adobe Reader can be downloaded from Adobe’s site, located at: http://www.adobe.com/products/acrobat/readstep2.html.
Turn Off All Pop-up Blockers
Google toolbar, Yahoo’s toolbar, Internet Explorer and other applications contain pop-up blockers.  Each also has the option to turn off the pop-up blocker.  When using eUMB Financials, you will most likely run into times when an activated pop-up blocker prevents eUMB’s window from opening.  Active pop-up blockers, for example, could prevent you from viewing or saving downloaded data to Excel or from viewing report results. 
Manage Open Windows

Keep open eUMB Financials windows to 5 or fewer.  Above 5 open windows, eUMB Financials sometimes ‘loses track’ of where it is and what you are doing.  Manage your open windows by closing them as soon as you are done using them.  It’s easy to re-open a window with just one mouse click (on the New Window link in the upper right corner of every page).  

Set up eUMB Financials as a Trusted Site in Internet Explorer
The most likely cause of problems with opening attachments, forms, and additional windows while in the eUMB Financials application is related to the browser’s internet security settings. When using the recommended browser (Internet Explorer), the easiest way to correct the problem is to define the eUMB Financials URL as a Trusted Site.  The following steps guide you through adding a web site to Internet Explorer’s list of trusted sites:
Adding a Web Site to the List of Trusted Sites:  Internet Explorer sets up the trusted zone with a low security level to make it easier for you to do such things as download software without prompting. You can add a site to this zone if you trust that it would never cause harm to your computer. 

	1.
	On the Internet Explorer Tools menu, click Internet Options. 

	2.
	Click the Security tab. 

	3.
	Click the Trusted Sites button

	4.
	Click the Sites button. 
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	5.
	In the Add this Web site to the zone box,  Type: https://www.finance.umaryland.edu
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	6.
	Click the Add button.



	7.
	Click OK twice. 
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Tip: To see the list of Web sites you’ve added to Trusted and Restricted sites, on the Internet Explorer Tools menu, click Internet Options. Click the Security tab, and then click either Trusted sites. Click the Sites button to see the list. When you’re finished, click Cancel twice. 


Changing or Verifying the Security Level of a Trusted Site Zone:  The following steps show you how to change or verify the security level of a Trusted Site zone, should you need to do so.  Follow these steps to raise or lower the threshold of security for any zone.

	1.
	On the Internet Explorer Tools menu, click Internet Options. 

	2.
	Click the Security tab, and then click the Trusted Sites zone, and then click Custom Level to verify or change the security level. 

[image: image4.png]




	3.
	If the setting is not on low, set it to Low.

Internet Explorer describes each option to help you decide which level to choose, asking for confirmation when you loosen its restrictions. 
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	4.
	When you’ve finished, click OK. 




Clear Browser Cache Occasionally 
It is good practice to periodically clear your browser cache.  Clearing cache cleans out your temporary internet files that accumulate as you view and work on the web.   Simply put, this is like changing the oil in your car, cleaning your browser of “painted” pages of Internet sites you’ve visited.  Your browser keeps these pages in memory to make it easier and faster to open and re-visit those  pages.  
When you have accumulated too many of these pages, unanticipated errors occur.  Cleaning the browser cache occasionally will make your eUMB experience faster and more efficient.  How often you clean cache depends on how much you use the internet.  For most users, clearing cache once a month or so will suffice.
To clear the cache in Internet Explorer follow these steps:

1. Choose Tools, Internet Options from your Menu Bar. 

2. In the Internet Options dialog box, click the button marked ‘Delete Files…’.  

3. The Delete Files dialog box opens, displaying the question:  ‘Delete all files in your Temporary Internet Files Folder?’. 

4. Click the checkbox to the left of ‘Delete all offline content’

5. Click OK in the Delete Files dialog box to begin the delete.

6. Click OK in the Internet Options dialog box.
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TIP:  Since you must completely power down your PC to fully delete your temporary Internet files, you may wish to clear cache as you are closing down your machine at the end of your workday.

Note:

All screenshots were taken using Internet Explorer version 6.x.  Other versions of Internet Explorer may look a little different.
Be Careful When Using a Mouse with a Wheel
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If your computer’s mouse has a scroll wheel, be careful when selecting from lists.  Bumping the wheel as you move the mouse can result in changes to your selection.  To avoid this situation, follow these steps:


Select from a list by clicking on your choice.  The background is probably highlighted (usually in blue), indicating that the item is still selected.


De-select the item by clicking in an open space on the page.  The background will not be highlighted anymore.  The item is de-selected.


Move the mouse pointer to your next step.  (Choose any method of moving to the next step, including using the mouse wheel to scroll if applicable.)
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