Browser Issues
Employee/Manager Self-Service (EMSS) and Related Sites

Downloading software and changing settings on your personal computer is done at your own
risk. Consult DTMB’s Client Service Center (1-800-968-2644) or your agency’s IT staff to
download software or change settings on state-owned computers.

EMSS is compatible with Internet Explorer 10.0 and 11.0, and Google
Chrome.

e If you are using Internet Explorer 10.0 or 11.0 you may experience issues when the
compatibility view is enabled. To see which version of Internet Explorer you are using,
click ‘Help’ in the browser toolbar and select ‘About Internet Explorer’.

e Follow these steps to turn off the compatibility view:
o Click on the Tools Menu or gear icon, then click ‘Compatibility View Settings’
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e Some computers are configured to automatically update Windows which includes
Internet Explorer. To prevent a newer (unsupported version) of Internet Explorer from
being downloaded, turn off ‘Windows Automatic Updates’ in your Control Panel.

e EMSS is not supported on Safari or Mozilla Firefox.

Browser ‘trusted sites’ settings can block access
The following website may be added to your computer’s trusted sites:

e https://civilservice.state.mi.us to access Password reset pages



https://civilservice.state.mi.us/

To add trusted sites to your Computer:
1. Internet Explorer

e Select ‘Tools’ in the browser toolbar.

e Click ‘Internet Options’.

e Go to the ‘Security’ tab, select the ‘Trusted Sites’ icon, then ‘Sites’.

e Type in each address exactly as shown above, and then click the ‘Add’ button.

2. Google Chrome

e Select the 3 horizontal lines icon = on the far right of the Address bar.

e Click ‘Settings’, choose the ‘Show Advanced Settings’ link, then click the ‘Change proxy
settings’ button.

e (o to the ‘Security’ tab, select the ‘Trusted Sites’ icon, then ‘Sites’.

e Type in each address exactly as shown above, and then click the ‘Add’ button.

Note: State-owned computers should already have the appropriate trusted sites indicated.

Pop-Up blockers can block parts of EMSS
Make sure all pop-up blockers are turned off.

To turn off pop-blocker:
1. Internet Explorer

¢ In your Internet Explorer window, click ‘Tools’ in the browser toolbar.

e Select ‘Internet Options’.

e Go to the ‘Privacy’ tab and verify that the “Turn on Pop-up Blocker’ checkbox is
unchecked.

2. Google Chrome

Select the 3 horizontal lines icon = on the far right of the Address bar.
Click ‘Settings’, then ‘Show advanced settings’.

Under ‘Privacy’, click the ‘Content settings’ button.

Under the ‘Pop-ups’ section, select ‘Allow all sites to show pop-ups’.

Note: Itis possible that you have more than one pop-up blocker enabled; make sure to turn them
all off. Each blocker has its own control features.

e Pop-up blockers often come on specialty toolbars such as Google, MSN, Yahoo,
etc. and are easy to download by mistake. Toolbars will usually be located at the
top of the internet browser window just below the standard address bar.

e Others may be a part of your internet service package.

e You can always turn pop-up blockers back on after your EMSS session.

Assistance with EMSS
For additional assistance, please contact the Ml HR Service Center.

Hours: Monday — Friday, 8:00 a.m. to 5:00 p.m. (except Holidays)
Phone: 877-766-6447 or for individuals with hearing loss, 711 for Michigan Relay



