
 
 
 
 
 
 

  

EEMMPPLLOOYYEEEE  

PPOORRTTAALL  
 HOW TO VIEW YOUR 

PAY STUB FROM HOME 

 

WINDOWS 7 AND INTERNET EXPLORER 8 
 

At this time the vendors for the SRA (Secure Remote 
Access) and Employee Portal programs are not supporting 
Windows 7 and Internet Explorer 8.  It is possible that these 
programs will function with Windows 7 and Internet Explorer 
8, but if you have problems we do not have a support 
channel to fix any problems you may encounter . 
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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 
 
 
 
 
 
 
 
 
 
 
 
 
 

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.  
 

6. The Add or Remove Programs window appears. 

7. Click the Change or Remove Programs button. 

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 ñInstalling Adobe Readerò.  If you do not have 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. 

 
 
 

ADOBE 

READER 

WINDOWS 
XP SERVICE 
PACK 2 or 3 

STEP 7 
Click the 
Change or 
Remove 
Programs 
button. 
 
 

STEPS 8 ï 9 
Click the Sort by: drop down 
button and click Name to display 
a list of programs installed on your 
computer. 

http://www.microsoft.com/downloads


Last Updated: November 11, 2009 7 Property: Bloomington Hospital 

Author: Julie Flaherty 

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. 

 
3. Click About Internet Explorer. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 2 
Click Help on 
the menu bar. 

STEP 3 
Click About 
Internet 
Explorer. 
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEPS 5 ï 6 
Look at the 
Version:  line 
and the 
number that 
follows for the 
Version. 
 
 

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

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

http://www.microsoft.com/downloads
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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 ñView the Programs Installed on a Home PCò 
section.  To remove toolbars, 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. 

4. The Control Panel window displays. 

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

6. The Add or Remove Programs window appears. 
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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 once on the Toolbarôs name to select it. 

12. Click the Remove button. 

13. The Toolbar is uninstalled and removed from your computer. 

14. Repeat Steps 11 ï 12 if other browser toolbars are installed on your computer. 

15. Close the Add or Remove Programs window. 

16. Close the Control Panel. 

 
 

STEP 11 
Click once on 
the Toolbarôs 
name to select 
it. 
 

STEP 12 
Click the 
Remove 
button. 
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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.  

 

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 

STEP 2 
Click Tools on 
the menu bar. 
 

STEP 3 
Click Internet 
Optionsé.  
 

STEP 5 
Click the 
Connections tab. 
 

STEP 6 
Click the LAN 
Settingsé 
button. 
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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 
Click the 
Automatically 
detect settings 
checkbox to 
display a 

checkmark. 

STEP 9 
Remove the 
checkmark from 
the Use a proxy 
server for your 
LAN checkbox. 
 

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. 

 
 

STEP 12 
Click OK in the 
Internet 
Options 
window. 
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INSTALLING ADOBE READER  
 

If Adobe Reader is not on your computer, follow these steps to install it.  Please note that 
companyôs regularly update their web pages.  Therefore, these instructions or graphics may 
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   in the Address Bar. 

 
 
 
 
 
 
 
 
 
 
 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STEP 3 
Type 
www.adobe.com   
in the Address Bar. 

 

STEP 5 
Click the Get 
ADOBE 
READER button. 
 












































