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Pop-Up Blocker

As the University moves to version 9.1, UPK, and web functions within and associated with the FIN
Application will be impacted by the browsers pop-up blocker. It is suggested that the local desktop
environment be configured to allow for pop-ups in these cases.

Firefox version 3.6 Setup to Download Queries
This browser setting is only required for users that utilize the query functionality in Fin 9.1.

[ options . =)
1 ) From the TOOIS dropdown IISt’ Gaira\ Tabs [C:'\:LM] Appli;at:o"s lmracy Se::ty \;2 Adv;r:ced
select the Options list item. _
2. Select the Content tab. LR s (excsprons ]
3. Select the Block pop-up windows [Blitad s i aicall psplionss
CheCkbOX. [¥] Enable JavaScript Advanced...
4. Click the Exceptions button. Fonts & Calors
5- Entel’ httpS .//*.UmaSSCS.net in the Default font: | Times New Roman 'I Size: |16 « Advanced...
Address of website field.
6. Click the Allow button. T
7. Entel’ httpS '//*UCO”aboratenet In Choose your preferred language for displaying pages Choose...
the Address of website field.
8. Click the Allow button.
9. Click the Close button.
‘ 0K I I Cancel I [ Help l
Options i
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General Tabs Content  Applications  Privacy  Security  Advanced
. Startup i
7' C“Ck the General tab When Firefox starts: IShowmyhoma page v]

8. Select the Show the Downloads
window when downloading a file
checkbox in the Downloads section.
Select the Save files to... radio button.

HomePage:  http://www.massachusetts.edu/

[ Use Current Page ‘ [ Use Bookmark ] [Bestoreto Default

Downloads

[]| Show the Downloads window when downloading a file

10. Click the Browse... button and find the | B0 Clos= it e all dnloeck sre b
location to which you want to save your -_S —
@ Savefilesto | g Downloads —b
downloads () Always ask me where to save files
11. Click the OK button. e
Change options for your add-ons Manage Add-ans...

—»[ ok || Cencel || Hen |
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Printer Settings for Printing a PeopleSoft Screen
For users who print PeopleSoft pages, we recommend following the below steps.

Option 1: Manual Print Setup (Repetitive o =)
Process) ((Porter )
This section shows users how to manually set up Neme:  [\SHRPATOT\SHAP-CancniR C3080_FIC ~| [ Properties.. |
printing properties each time a user needs to print a Status:  Ready
screen. ;Fx:re: (;::;o;is C3080/3480/3580 UFR Il
1. Right click in the area you wish to print on the Commert. F&A Area Print to fis
pag e . Print range [ Copies ]
2. Select the This Frame option. I e e
3. Select the Print Frame option. Plg et e 23] 5213) (2 cotae
4. Verify all your printer property selections are o o
correct (e.g., printer, number of copies). o Fr:""jm -
5. Click the Print button. R
To reSize: Each frame separately Iﬂl
6. Right click in the area you wish to print and select ' -
This Frame.

7. Select either Open Frame in New Window or Open Frame in New Tab.

8. Select the File dropdown list in the browser Toolbar.

9. Click the Print Preview option.

10. You may change the orientation to Landscape mode (depending on your printing needs).
11. Adjust Scale as needed.

12. Click Print in upper left hand corner.

13. Verify all your printer property selections are correct (e.g., printer, number of copies).

14. Click the OK button.

| Print... | |PageSetgp...| Page: |4 4 1 of 1 M Scale 80% v||__ Pgrtraitl__ I:andscape”J Close

Option 2: Capturing a Screen

Users can also copy/paste a screen to Microsoft Word. This option varies depending on whether the user
is using a PC or Mac computer. Users may also need to crop the screenshot once they have copied it
into Microsoft Word (i.e. Remove the menu bar from the screenshot).

Important: If capturing a long screen where scrolling is required, please use Option 1. Content below
the fold will not be captured when using Option 2.

PC Instructions

1. Press the Print Screen key on your keyboard.

2. Open a blank document in Microsoft Word.

3. Press the Ctrl + V keys on your keyboard to paste the screenshot into the document.
4. Crop and resize, as needed.

Mac Instructions
1. Press the Cmd + Shift + 4 keys on your keyboard. Select the area you would like to copy with your
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cursor. The screenshot will be saved to your desktop.

2. Open a blank document in Microsoft Word.

3. Drag the saved picture from your desktop and drop it onto the blank document. The picture will
display in the document.

4. Crop and resize, as needed.



