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INTRODUCTION - VIEW YOUR PAY STUB FROM HOME

You can use Employee Portal to view and print your pay stub (Pay History Report) from a
computer that is outside the hospital, such as your home computer. To do so, you use an
additional program called Secure Remote Access (SRA). SRA lets you connect directly and
securely to Hospital computers to view your pay stub (Pay History Report).

Prior to using SRA and Employee Portal from your home computer, specific steps must be
completed ahead of time as SRA and Employee Portal require specific programs and
computer setup. If you do not meet the requirements, you will not be able to view your pay
stub (Pay History Report) from a computer outside the hospital. This handout informs you of
the computer setup needed.

As you work through this documentation, it may seem there are a lot of steps involved, but
these are necessary to ensure the information you are viewing remains confidential, private
and protected.

Here is an overview of the steps involved.

Check which version of Windows and Internet Explorer is installed on your computer.
Install Adobe Acrobat Reader.

Uninstall Browser Toolbars, such as Yahoo!, Google, AOL, EarthLink.

Update Internet Explorer settings.

This handout shows you how to perform all these tasks. However, if you need to upgrade
Windows or Internet Explorer, these steps are not included. Doing so may require the
assistance of a professional if you are unfamiliar with installing or upgrading software.

As you can see, preparing your computer to check your pay stub (Pay History Report) from
home may require time and patience. Some home computers will need special attention so
that SRA (Secure Remote Access) and Employee Portal run successfully. If you encounter
any difficulties, there is a list of vendors at the end of this handout who can help you. The
vendors listed are knowledgeable in assisting Hospital employees with setting up a computer
for SRA.

NOTE: Please note that the Bloomington Hospital IT Support Services (Help Desk) can not
provide technical support on setting up your home computer so you can check your pay stub
(Pay History Report) on an outside computer.

TIP: Before you check your pay stub (Pay History Report) from home, log in
at work first and create your password.
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REQUIRED PROGRAMS FOR YOUR HOME COMPUTER

To check your pay stub (Pay History Report) from your home, your home computer must
have the following programs installed:

1. Windows XP with Service Pack 2 or higher

a. Windows Vista also works.

b. NOTE: Please see the title page about using Windows 7.
2. Internet Explorer 6.0 or higher

a. NOTE: Please see the title page about using Internet Explorer 8.
3. Adobe Reader 6.02 or higher

You must have the rights to install programs on your computer (which is usually the case).

For best performance and quick access to your pay stub (Pay History Report), a high-speed
Internet connection is needed, such as cable or DSL. You can use a dial-up connection, but
performance can be frustratingly slow.

Please note that some home computers will require special attention so that SRA and
Employee Portal run successfully. This guide will provide some troubleshooting tips as well
as outside vendor resources.

INTERNET CONNECTION SPEED

For best performance and quick access to your pay stub (Pay History Report), a high-speed
Internet connection is needed, such as cable or DSL. You can use a dial-up connection, but
performance can be frustratingly slow.

BROWSERS

This documentation is written for Internet Explorer only as Employee Portal requires Internet
Explorer to function correctly.

TIP: Before you check your pay stub (Pay History Report) from home, log in
at work first and create your password.
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HOW TO VIEW THE PROGRAMS INSTALLED ON A HOME PC

To verify you have the correct software installed on your computer so SRA and Employee
Portal work correctly, open the Control Panel. The Control Panel shows which programs are
installed on your computer. In this section, you will see what version of Windows is on your
computer and if Adobe Reader is installed. For SRA and Employee Portal to work correctly,
you need: Windows XP Service Pack 2 or higher (Windows Vista also works) and Adobe
Reader 6.02 or higher. To see the software installed on your computer, follow these steps:

1. Click the Start button.
2. Rest the pointer on Settings (if you are using the Classic View).
3. Click the Control Panel.

WINDOWS XP START MENU CLASSIC VIEW

Micrasoft Offics Ward 2003 r
m B’ Contral Panel Settings [}. Control Fanel
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@ Backup = Q, Help and Support a Taskbar and Start Menu
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&ll Programs D El Dell Solution Center LWy @ 7| T sra Configuration fo... i ot

ﬁ| Logoff (D) | Turn OFf Computer
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4. The Control Panel window displays.
5. Click Add or Remove Programs. (Double-click if you are using Classic View).

WINDOWS XP CLASSIC VIEW
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HOW TO VIEW THE PROGRAMS INSTALLED ON A HOME PC CONT.

The Add or Remove Programs window appears.

Click the Change or Remove Programs button.

6
7
8. Click the Sort by: drop down button and click Name.
9

A list of programs installed on your computer displays.

10. Look for:

a. Windows XP Service Pack 2 or higher (Windows Vista also works)
b. Adobe Reader 6.02 or higher

TIP: If Adobe Reader is not installed on your computer. See the section in this handout

called finstalli n g

Adobe.

Ryowadd aot lave Windows XP Service Pack 2 or higher

(or Windows Vista), you need to upgrade. Since this is a lengthy process, instructions are
not included in this handout. If you have Windows XP, but not Service Pack 2 or higher, visit
www.microsoft.com/downloads for a free upgrade.

STEPS 871 9

Click the Sort by: drop down
button and click Name to display
a list of programs installed on your
computer.

- B Add or Remove Programs
Click the
Chan g e or @J Currently installed programs: [ show update: Sark byt [ Mame ~
Remove
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http://www.microsoft.com/downloads

WHAT VERSION OF INTERNET EXPLORER IS ON MY

HOME PC

This section shows you how to find out which version of Internet Explorer is installed on your
computer. For SRA and Employee Portal, you need version 6.0 or higher.

1. Start Internet Explorer.
2. Click Help on the menu bar or the Help button. I@Iv

3. Click About Internet Explorer.

STEP 2
Click Help on
the menu bar.

2} BH|Intranet - Microsoft Internet Explorer

File  Edit View Favorites Tools

Contents and Index
] #y < - b
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WHAT VERSION OF INTERNET EXPLORER IS ON MY

HOME PC CONT.

4. The About Internet Explorer window displays.
5. Look at the Version: line.

6. The number that follows is the Version.
7. In the example below, this computer uses, Internet Explorer 6.0.2
8. Look at the Cipher Strength: line

9. The Cipher Strength: must be 128-bit.

TIP: If you do not have Internet Explorer 6.0 or higher and/or your Cipher
Strength: is not 128-bit, visit www.microsoft.com/downloads for a free upgrade.

10.Click OK to close the About Internet Explorer dialog.

11.Close Internet Explorer.

23 About Internet Explorer

STEPS5i 6 I = e
Look at the _
Version: line Migrosgit®
Explorer STEPS 9
and the )
number that The Cipher
Yersion: 6.0,2900,2180.xpsp_sp2_gdr.070227-2254 Strength; must
follows for the Cipher Strength: 128-bit be 128-bi
Version. Product ID: 76467-0EM-0011903-00101 € -bit.
Update Yersions:; SPZ; ‘I
Based on MCSA Masaic, MZSA Mosaic( TM); was -~
developed at the Mational Center For Supercomputing
Applications ak the University of Ilinois at Urbana- STEPS 10
Champaign. Click OK to
f"gf Copyright £11995-2004 Microsoft Corp, close the
' About Internet
Explorer
dialog.
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UNINSTALL EXTRA TOOLBARS

SRA and the Employee Portal will not work with some browser toolbars, such as those from
Google, Yahoo!, EarthLink and AOL. We recommend removing them. Note you will repeat
some of the same steps you used in the fiView the Programs Installed on a Home PCo

section. To remove toolbars, follow these steps.

SN S A

Click the Start button.
Rest the pointer on Settings (if you are using the Classic View).
Click the Control Panel.

The Control Panel window displays.

The Add or Remove Programs window appears.

Click Add or Remove Programs. (Double-click if using Classic View).

# Add or Remove Programs

B
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Add/Remaove

windows
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@
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UNINSTALL EXTRA TOOLBARS CONT.

7. Click the Change or Remove Programs button.
8. Click the Sort by: drop down button and click Name.
9. A list of programs and toolbars installed on your computer displays.

10.Look for :
a. Google Toolbar
b. Yahoo! Toolbar
c. Earthlink Toolbar
d. AOL
11.Click onceonthe T 0 o | b rrEamets select it.
12.Click the Remove button.
13.The Toolbar is uninstalled and removed from your computer.

14.Repeat Steps 117 12 if other browser toolbars are installed on your computer.

15.Close the Add or Remove Programs window.
16.Close the Control Panel.

% Add or Remove Programs
— STEP 11

_——-L N
\E_E"ﬂ Currently installed programs and updates: Click once on
Chanige or ] theTool ba STEP 12
Remove Broadcom Management Programs .
o | Y : : name to select Click the
O il i .
-1 Compatibility Pack For the 2007 OFfice syste it. Remove
% «® Google Toolbar for Internet Explorer =4 button.
Add Mew
Programs Last Used On
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Add/Remove .& Google Updater Size 2 E0ME
Windows - . ]
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UPDATE INTERNET EXPLORER SETTINGS

The following Internet Explorer settings need to be updated so SRA and Employee Portal
work correctly on your home computer. To do so:

1. Start Internet Explorer.

2. Click Tools on the menu bar or the Tools button.

3. Click Internet Optionsé .

2 BH Intranet - Microsoft Internet Explorer

File Edit Wiew Favorites BResES-

Cf Tools -

STEP 2
Click Tools on

Mail and Mews
Pop-up Blocker
Manage Add-ons. ..
Synchronize. ..
Windows Lpdate

- - [x]
= =

Address :Ej http: Jfthalianbhhss

°0"%g° Bloomii
ﬂﬂc?cpc HUS p Ita Sun Java Console

Inkernet Options, ..

4. The Internet Options dialog appears.
5. Click the Connections tab.
6. Click the LAN Settingsé button.

Internet Options

General | Security | Privacy | Content| Sennections

- Tosekup an Internet connection, click
E_. Setup,

Dial-up and “irtual Private Metwork, settings

Choose Settings if vou need to configure a prosey
server for a connection,

Lacal Area Netwark [LAN] settings

[ 0K ” Cancel l

Windows Messenger

the menu bar.

STEP 3
Click Internet
Optionsé .

STEP 5

Click the
Connections tab.

STEP 6

Click the LAN
Settingse
button.

L&N Zettings do not apply to dialup connections. LAN Settings.j—.
Choose Settings abowe For dial-up settings, —
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UPDATE INTERNET EXPLORER SETTINGS CONT.

7. The Local Area Network (LAN) Settings window displays.
8. Click the Automatically detect settings checkbox to display a checkmark.
9. Remove the checkmark from the Use a proxy server for your LAN checkbox.

10.Click OK in the Local Area Network (LAN) Settings dialog.

STEP 8 Local Area Network {(LAN) Settings @E
Click the
Automatical |y Automatic configurakion

Aukomatic configuration may override manual settings, To ensure the
use of manual settings, disable automatic configuration.

detect settings

checkbox to
= Aukomatically detect settings

display a
checkmark. |:| IJse automatic configuration scripk
Proxy server
STEP 9 Di_lse a progy server For your LAMN (These setkings will not apply tu:u
Remove the _~"—dial-up or YPM connections),

checkmark from
the Use a proxy
server for your
LAN checkbox.

[\

\/4 K l [ Cancel
STEP 10

Click OK in the
Local Area
Network (LAN)
Settings dialog.
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UPDATE INTERNET EXPLORER SETTINGS CONT.

11.The Internet Options window displays.

12.Click OK in the Internet Options window.

Internet Options @@

Gereral | Security | Privacy | Content | Connections | Programs | Advanced

{f‘ To set up an Internet connection, click

=1 Setup.

Dial-up and Yirtual Private Netwaork, settings

Add...

Choose Settings if you need to configure a prosxey
server Ffor a conneckion,

Local Area Hetwark, [LAM] settings

Lan Cakkione do not apply to dial-up conneckions, 'LAN Settings....
STEP 12 krings above For dial-up settings.
Click OK in the
Internet
Options
window. Q. ] [ Cancel
Last Updated: November 11, 2009 13 Property: Bloomington Hospital

Author: Julie Flaherty



INSTALLING ADOBE READER

If Adobe Reader is not on your computer, follow these steps to install it. Please note that

companyo6s regularly update their \voegbaphrangg s . T
change over time.

1. Close all programs you are running on your computer, such as Email, Word, Solitaire.

2. Start Internet Explorer.
3. Type www.adobe.com inthe Address Bar.

<3 Adobe - Microsoft Internet Explorer

File Edit Wiew Favoribes  Tools  Help

GBack - | ) - ﬂ ﬂ A 7 ) Searc

Address @ hittpe ffunan, adobe ., com/

STEP 3

Type
www.adobe.com
in the Address Bar.

4. The Adobe Web Page displays.
5. Click the Get ADOBE READER button.

STEP 5

Click the Get
ADOBE
READER button.

/4
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