Employee Self Service (ESS)
Basic Troubleshooting For Remuneration Statements

This quick reference guide provides instruction for troubleshooting four (4) common problems
when viewing remuneration (salary) statements through Employee Self Service (ESS).

Note: You must have administrative rights to perform many of these troubleshooting tips. Contact
your agency tech support person for assistance if you can not perform one or more of these
actions.

Possible Problem Cannot see the remuneration statement

Solution The ESS remuneration statements are now created and downloaded as
PDF documents. This means you must have the free software Adobe
Reader http://get.adobe.com/reader/?promoid=BUIGO installed on your

PC.
Possible Problem Can see a partial remuneration statement.
Solution Confirm security internet options by following these steps:

Delete Browsing Hiskory, . i

——  Pop-up Blocker L
Phishing Filker »
Manage Add-ons »
Wark CFFline
Windows Update
Full Screen F11

v Menu Bar

Toolbars »

Windows Messenger
Diagnose Connection Problems. ..

Inkernet Options

1. Navigate to the Tools - Internet Options Menu.
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Internet Options EJE

General || Security | Privacy | Content | Connections | Programs Adwvanced

Settings

E display the resulks in the main window -~

L[ Allaww active content from CDs ta run an My Compoter®

[] allaw active content ta run in Files an My Camputer™

[ ] Allow software ko run or install even iF the signature is inw.

heck for publisher's certificate revocation

[] check For server certificate revocation®

Zheck for signatures on downloaded programs

[] Do not save encrypred pages to disk,

[] Empty Temporary Internet Files Folder when browser is clc

Enable Integrated Windows suthentication®

Enable native xMLHTTP support:

# Phishing Filker
() Disable Phishing Filker b

< >

2. Choose the Advanced tab.
3. Scroll until you see the “Security” grouping.
Internet Options 2

General || Security | Privacy | Content | Connections | Programs Advanced

Settings

(*) Just display the resulks in the main window ~
J";“_E] Security

[ ] Allow active content From CDs ta run on My Compuker®

] allow active content ta run in Files an My Computer™®

[] allov software to run or install even if the signature is iny.

_heck for publisher's certificate revocation

[] check for server certificate revocation®

Zheck for signatures on downloaded programs

|L_| Do not save encrypted pages ko disk |

[ ] Empty Temporary Internet Files Folder when browser is cl;

Enable Integrated Windows Buthentication®

Enable native ¥MLHTTP support

§ Phishing Filker
() Disable Phishing Filker b

£ >

4. Confirm the [ Do riot save encrypred pages to disk | box is UNCHECKED.

5. Close and re-open the browser.

You should now be able to access the full remuneration statement.
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Possible Problem Cannot access the ESS web site to view the remuneration statement.

Solution Confirm the new ESS web site is defined as a trusted source in the
internet options. Follow these steps:

BN S

Delete Browsing Hiskory, .. ]

———  Pop-up Blocker L
Phishing Filter k
Manage Add-ons k
Wark Offline
Windows Update
Full Screen Fi1

v Menu Bar

Toolbars »

Windows Messenger
Diagnose Connection Problems. ..

Internet Cptions

1. Navigate to the Tools - Internet Options Menu.

]

Internet Options

General | Security |:'riva|:y Conkent | Connections || Programs | Advanced

Select a zone to view or change security settings.

@ €« v O

Inkternet Local intranet] QPOEEEENES | Restricted
sites
Trusted sites
) . . [ Sites
f This zone contains websites that you

W krusk nok ko damage your computer ar
wour files,

2. Select Security tab.
3. Select “Trusted Sites”.
4

Select icon.

Trusted sites

‘ou can add and remove websites From this zone, All websites in
e this zone will use the zone's security settings.

Add this website to the zone:

ibkps: v, ez, arkansas, govy add
| l |

5. Type “https://lwww.ez.arkansas.gov/” into the address line.

6. Select )
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Possible Problem You've tried all of the above solutions and are still unable to see your
remuneration statement. All you see is a blank screen.

W | fé Salaty Statement - Arkansas Emplovee Self-Services | |

Welcome n Arkansas.gov

Employee Self-Service Content Adminizstration User Administration System Administration

Overview Working Time Benefits and Payment Perzonal Information

Salary Statement
k
I Paycheck Inquiry Service

Solution Select the Expand Tray button at the far right @ near the top of the
screen. This opens the view that displays the downloaded statement.

Mitory, Back O‘
Check v pagddawio TR 1
Chaek Dave: 02/24/200% |

Fay Paricd: D3/08/3008 . 63/31/3008 |

Jmesayes seir service
fovervmn | Workng Tew | Bevestita ana Baymert | Perscnstntsrmaten

If you and your agency’s technical support person have tried all of the
above solutions and continue to experience problems viewing salary
information, for further assistance please contact the ASC Help Desk at
683 - 2255. You can also submit a help desk request form at
http://www.dfa.arkansas.gov/offices/informationServices/aasis/Pages/AASISH
elpdeskForm.aspx




