INFORMATION

SAN JOSE STATE | TECHNOLOGY SERVICES

UNIVERSITY

Open Recruitment Attachments

Overview

This business process guide demonstrates how to configure your computer to allow attachments to open from
the various recruiting pages in MySJSU (PeopleSoft HSIPRD).
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Edit File Types Options

This section demonstrates how to ensure that various types of documents (DOC, PDF, XLS) will automatically
open when a hyperlink is clicked from the recruiting pages in PeopleSoft.

The desktop icons display.

1. From your desktop, open
My Computer.

7,

My Documents

-
53
My Computer

<

—
My Mebwork,
Places

e
Internet
Explorer

The My Computer folder — B X
. File Edt Wiew Favortes  Tools | Help w
d IS p I ayS . Map Network Drive. .
> 7 J ¥ Disconnect Network Drive. ..
Synchronize, . y
Address | ' My Computer ¥ B
Type Total Size Free Space
2 N aVI ate tO TO 0 I s> System Tasks & Files Stored on This Computer
g ) HED R [ 5hared Documents File Falder
=y
FO I d er O p tions. <o) (RN I [C)AEverett's Documents File Folder
[ Change a setting
Hard Disk Drives
Other Places ES Local Disk 74,4 GB 60,0 GB
& My Network Places Devices with Removable Storage
() My Documents }
& Shared Documents L DVDJCD-RW Drive (D:) D Drive
B control Panel Network Drives
S peverett on ‘Admfs\Home' (H:) Hetwork Drive 45.4 GB 20,168
p ol
Details = S crnstds on '130.65.68.227' (1) Disconnected Netwark Drive
My Computer SZpsshr on '130.65.69.227 (K:) Hetwork Drive 9.07 GB 12066
System Folder % Public on ‘Admfs\Sys' (2i) Metwork Drive 3.84 GB 2,37 GB
< >

The Folder Options box ‘
displays.

Folder Options
1

General | Wiek| File Types | Oklins Files -

Fegistered fils types \
Estensions | File Types -] e
MNONE]  AudiaCD .

System Tasks EN %= [NONE] Diive

3. Click the File Types tab. CDINONE) DD Video

wiew system information [C3)(NONE)  File Folder
|€)NONE]  Firefox URL
[CINONE]  Foider

Ll (I AMEY Ut et Crimmmb Comnbne b

0 | f

Address | i My Computer

Tatal Size: Free Space

A
Ty Add or remave programs
[ Change a setting

N
Other Places ® El 744 GB £0.0G5

€ My Nekwork Places
() My Documents
(=) Shared Documents
@ Control Panel

Details for ‘GudioCD file type

Dpens with:

Ta change settings that affect all AudioCD' files, click Advanced

48,4 GB 20,1 GB
My Computer 9.07 GB 1.20 GB
System Folder 3.84 GB 237 GB
_
>
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H H C Folder Options B= =
The File Types display. L K% =
Gereral | Wiew | File Topes | Difline Files o
¢} >R S| Pegistered fle types:
] ddress | § vy Computer Estensions | Fils Types N EE
4. Scroll down to extension %]\F Mool Difce ExcelDatarigeionge Fonal e e
System Tasks ES i kb |
H i t T D0C | Misiasnit Word Document
DOC1 WhICh IS the flle type Wiew system informatian T i o FATETITEN,
i Ty Add or remave programs EDOCM  Microsoft Office word 2007 Macro-Enabled Do
Microsoft Word Document. i = o
ERUAACY bdimamnnft O b1 fmred BT Prmoms s L
5. Click the Advanced .
button. & My etwork Places Dietails for DL sstersicn
=
=] M:" D°d‘“me”“ Opens with: [ Microsoft Dffice Wword
) Shared Documents
@ control Parel Fills it emtension DO ars of yps Microsoit Wword Documsnt
To change settings that affect all Microsoft \Word Documert files,
dlick Advanced.
45.4 GB 20.1 GB
; o
Details £ — [ dyanced |
My Computer 9.07 GB 1.20 GB
System Folder 3.84 GB 2,37 GB
>

The Edit File Type box Edit File Type
displays.

Open as Read-Only

extension (if applicable). Printto

Set Defaulk

@ Microsoft Word Document
6. Uncheck Confirm open Actions:
after download (if Edit
. e
applicable). open
7. Uncheck Always show et

8. Uncheck Browse in same
window (if applicable).

Jonfirm open after download

Auwiays show extension

Browse in same window

[ Ok ] Cancel

£ =

9. Click OK. Edit File Type B>

@ Microsaft Whord Document hange Icon...
Ackions:

Edi: Mew, ..
(=

Open
Prink

Open as Read-Only

Set Default

[] confirm open after download
[] always show extension

|:| Browse in same window
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The File Types display.

10. Scroll down to extension
PDF, which is the file type
Adobe Acrobat Document.

11. Click the Advanced
button.

The Edit File Type box
displays.

12. Uncheck Confirm open
after download (if
applicable).

13. Uncheck Always show
extension (if applicable).

The Browse in same window
checkbox is grayed out and
unchecked.

14. Click OK.

D= - Q- ¥

(]
(X

Folder Options

General | View | File Types | Offiine Files

Registered fils types:

address | 4 My Computer Evtensions | Fils Typss ~
BePEK  DiabUp Phonehook Total 5o
System Tasks PCE PCE Fie /
ap e =
Yiew system S UPDF  Adobe Acrobat Docurment
infarmatian P . 5 Trden
7Y Add or remove e
B RS [@) PP Type 1 Fontfile ™
FACCY vl b mtines Ceinlamenn
[ Change a setting
Hew 74.4 GB

Other Places

& My Nebvork Places
() My Documents
[£3) Shared Documents
@ Control Panel

Details

Aeverett on

“Admifs'Home' (H:)

Metwork Drive

Dretails for ‘AudioCD fils type

Opens with:

To change settings that affect all ‘BudioCD" files, click Advanced.
48.4 GB

R ed
9.07 GB

3.84 GB

B

Edit File Type

Change Icon...

g Adobe Acrobat Document

Ackions:
Open
prink

printko Edit...

Remowve

Set Defaulk

=
(]

onfirm open after download

flways show extension

[ Ok ] Cancel

Edit File Type

e Adobe Acrobat Document

Change Icon...,

Ackions:

Cpen o
prink

prinkko Edit...

Remawve

Set Defaulk

[7 confirm open after download

[T always show extension

=
)
]

o
x

7
i

v Beo

Free Spare

60,0 GE

20.1 GB

1.20 GB
2,37 GB
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The File Types display. - PO <
General | Yiew | File Types | Offline Files n
o O - ¥ Flegistered file types:
. Address | ) My Computer @ijtens\nns File Typas ~ v e
=LK Microsoft Office Excel Backup File
15' SCrO” down to eXtenSlon System Tasks ‘?‘XLL M!crosulttlfllce ExceIXLLAdDd-\n el SEER T
XLS' which is the file type ety TS Micrasolt Excel workahesl |y
P f ary 'workbook
Microsoft Excel Worksheet. B ;‘fodgf;nz‘:mm BJALSH..  Micro e Evcel K THL Dacunent -
X D‘ [ - [ECVR-1¥] bdimrmm b 1B Cimmd WOOVT bd mmem Conmbled Vi
16. Click the Advanced -
b Utton - Mo Dretails for »<L5" extension
3;;2::;:’:‘:‘95 Opens with:  [5] Miciosoft Office Escel
[£5) Shared Documents Files with extension %LS" are of lylpe ‘Microsoft Excel Wolkshleet'.
[} Control Panel ll?EEP‘vAaS\?:nsDilgngs that affect all ‘Microsoft Excel Worksheet files, e e
Details _. 9.07 B 1.20 GB
Aeverett on 384 68 237 68
deytame 2
The Edit File Type box Edit File Type
displays.
@u Microsaft Excel Worksheet
17. Uncheck Confirm open Actions:
after download (if Hew
H Open
applicable). ot
18. Uncheck Always show Open as Read-Only
. . . Printka
extension (if applicable). /
Set Defaulk
19. Uncheck Browse in same -
window (If applicable) onfirm open after download
lways show extension
Frowse in same window
[ Ok ] l Cancel
20. Click OK. Edit File Type
@u Microsoft Excel Worksheet
Ackions:
Open
Dpen as Read-Only
[] confirm open after download
[] always show extension
|:| Browse in same window
_. ]) Cancel
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The File Types display.

21. Click the Close button.
22. Close My Computer.

23. Try opening an attachment
from one of the recruitment

pages.

If it opens successfully,

then you have finished. If it
does not, then proceed to

the next section.

O & |F

address | 1 My Computer

System Tasks

Wigw system information
=

i) Add of remave programs
@ change a setting

Other Places

& My Natwork Places
(5} My Documents
[ Shared Documents
@ Control Panel

Details

My Computer
System Folder

Folder Options

General | View

File Types | Offine Files

Reaistered file types:

Extensions | Fi

EipiF Microsoft Office Excel Data Interchange Fomat

ile Types

EEIDISAR.. Disabled startup file

Bipoc M

@ DOCH...  Micrasoft wWaord HT ML Document
r!j DOCKW  Microsoft Office \word 2007 Macro-Enabled Do

icrosoft Word Document

B} p0CM. . DOCMHTML File

[ ataTm" ¥}

Details for DOC

Opens with,

click Advanced.

imrmnnft (i V1 fmed IONT D

New

! extension

[ Microsoft Difice word

— C o= |

Files with extension 'DOC" are of tpe Microsoft Word Document’
To change settings that affect all Microsoft Word Document’ files,

7
o

o] v B co

Total Size Free Space

744 GB 60.0 GB

458.4 GB 2001 GB
9.07 GB 1.20 GB
3.84 GB 2.37 GB

¥
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Edit Internet Explorer Security Preferences
This section demonstrates how to edit your Internet Explorer security preferences.

The desktop icons display.

1. Open Internet Explorer.

Internet Explorer displays.

2. Navigate to Tools >
Internet Options.

~
My Docurnents

.
My Computer

.

Iy Mebwork,
Places

e

Inkernet
Explorer

@ q~ 7P htkp: ) e, yahoo .com)

File Edit \‘iew Favorites | Tools  Help

Web Accessibility | Delete Browsing Histary... ]
Bl S A 4 ¥ ages | ¢
N Pop-up Blocker 4
o v B
W 4| ¥P Yahoo! Phishing Filter vl
Manage Add-ons 4
windows Update

Windows Messenger
Diagnose Conneckion Problems, .. earch:
Sun Java Console

Inkernet Options
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The Internet Options box Internet Options

dlSpIayS. Gener@wacy Content | Connections | Programs | Advanced

Horme page

To create home page tabs, tvpe each address onits own line.

3. C“Ck the SeCUI'Ity tab = http: f fuwww . google. com

[ Use current ][ Use default ][ Use blank,

EBrawsing history

Delete temparary files, histary, cookies, saved passwords,
13
¥ and web form infarmation,

Delete. .. ] [ Settings ]
Search
( Change search defaults,
2
Tabs
Change how webpages are displayed in
tabs.
Appearance
Colors ] [ Languages ] [ Fonts ] [ Accessibilicy ]
[ OK ] [ Cancel ]
The security options Internet Options
d|5p|ay- General | ecurity | Privacy | Content | Connections | Programs | Advanced

Select a zone ko view or change secug]

4. Highlight the Trusted ) ..
sites icon. @ “J]

ethings,

S

Restricted
sikes

Internet Local inkranel

5. Click the Custom level Trusted sites

bUtton . ,.'9 This zone contains websites that you

v trusk not ko damage wour computer or
wour files,

Security level For this zone

Custom
Cuskomn settings,
- To change the settings, click Custom level.
- To use the recommended settings, click Default level,

Default level
| Reset all zones to defaulk level ]

[ [8]4 ][ Cancel ]
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The Security Settings box
displays.

6. Scroll down to
Downloads.

7. If Automatic prompting for
file downloads, File
download, and Font
download is Enabled, then
Disable all of them.

Or

If Automatic prompting for
file downloads, File
download, and Font
download is Disabled,
then Enable all of them.

8. Click OK.

Note: The idea is to reverse
the current settings. You will
actually do this twice.

A warning dialogue box
opens.

9. Click the Yes button.

Security Settings - Trusted Sites Zone

—~
4 MET Framework setup
() Disable
(%) Enable
& Miscellaneous -
_ | Arrace Aaka criwear acrace Aarnsine Y

*Takes effect after vou restart Internet Explorer

Reset custom settings

Beset kol | medium (default) V

_k l Ok ] Cancel

]

Warning!

|\'.\i;j’| Are vou sure you want to change the settings For this zone?
=
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The Internet Options box
displays.

10. Click the Sites button.

The Trusted Sites box
displays.

11. Type the URL
https://cmshr.sjsu.
edu/ for MySJSU
(PeopleSoft HSIJPRD)
under Add this website to
the zone.

12. Click the Add button.

Internet Options

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

Select a zone ko view or change security settings.

A

Inkernet Localinkranet  Trusted sites  Restricted
sike:

Lt s
'.? This zone contains websites that you L
v trust not ko damage your computer or

your files,
“ou have websites in this zone.

Security level for this zone

Custom
Cuskom setkings,
- To change the settings, click Custam level.
- To use the recommended settings, click Defadlt level.

[ Custom level.. H Default level ]

[ Reset all zones to default lavel ]

[ ok ][ Cancel H Apply ]

Trusted sites

#  You can add and remaove websites from this zone, All websites in
LY 4 this zone will use the zone's security settings,

-

F.
Require server verification (https:) For all sites in this zone

Close:

Add this website to the zone:
https:, fershit . sisu.edu)]

Websites:

SJSU Information Support Services
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The URL displays in the Trusted sites
Websites box.

-’? ‘ou can add and remove websites from this zone, All websites in
o this zone will use the zone's security settings,

13 C“Ck the Close bUtton- Add this website to the 2one:

Websiteg,
https: [ fcmshr.sjsu.edu

Require server verification (https:) For all sites in this zone

Close:

The Internet Options box Internet Options

dISplayS. General | SEcUrity | Privacy | Content | Connections | Programs | Adwanced

Select a zone ko view or change security settings.

14. Click OK. @ © / O

Internet Local intranet  Trusted sites  Restricked
sites

oo iy
J.? This zone contains websites that you 252

v trusk not ko damage your computer or
vaur files,

Security level For this zone

Custom
Cuskom settings.
- Ta change the settings, click Custam level.
- To use the recommended settings, click Default level.

| Custom level..,. |[ Diefault level ]

[ Reset all zones to defaulk level ]

— O e |

S ——
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The desktop icons display.

15. Re-open Internet

Explorer and repeat steps

2-10.

16. Open Internet Explorer
again and try opening an
attachment from any
recruitment page.

If you are able to open the

attachment successfully,

then you have finished. If
not, continue to the next

section.

a7

My Documents

A
59
My Computer

<

Iy Mebwork,
Flaces

Internet
Explorer
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Edit Pop-up Blocker Preferences

At minimum, there is one pop-up blocker built into Internet Explorer. Many people have additional pop-up
blockers from other toolbars, such as Google or Yahoo. This section demonstrates how to ensure that pages
from https://cmshr.sjsu.edu/ for MySJSU (PeopleSoft HSJPRD) are allowed through the pop-up blocker in IE,
as well as the Google and Yahoo toolbars. If you have another toolbar installed, you may need to follow similar

steps to ensure that it allows these pages.

Internet Explorer Pop-up Blocker

This section demonstrates how to edit Internet Explorer Pop-up Blocker settings.

The desktop icons display.

1. Open Internet Explorer.

Internet Explorer displays. File Edt ‘iew Favorites
Alsxililb:fcesslblllg - lv'v
2. Navigate to Tools > Pop- W |8 Google
up Blocker > Pop-Up
Web |mages Maps M

Blocker Settings.

Tools

a7

My Dacuments

Y
My Computer

.

Iy Mebwork,
Flares

Internet
Explorer

Help

Delete Browsing Hiskory. ..

Fop-up Elocker
Phishing Filber
Manage Add-ons

Windows Update

Windows Messenger

Diagnose Connection Problems. ..

Sun Java Console

Internet Options

|‘|ages &3 Colour | [E] Struct

¥ Turn Off Pop-yn Blocker
» | _Pop-up Blocker Settings
3

Google Seart

SJSU Information Support Services
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The Pop-up Blocker Settings Pap-up Blocker Settings
bOX d|Sp|ayS Exceptions

Pop-ups are currently blocked. “ou can allow pop-ups from specific
# !l websites by adding the site to the list below.

. . Eddress of website to allow
3. Enter cmshr.sjsu.edu in emshr.sion o] < .

the box titled Address of —
website to allow. — 5

4. Click the Add button. 1

Motifications and filter leyvel
Play a sound when a pop-up is blocked.
Show Infarmation Bar when a pop-up iz blocked.

Filter lewel:

Mediurm: Block most automatic pop-ups K

Pop-up Blocker FAQ

The address appears under Pop-up Blocker Settings

A||OW€d SlteS E xceptions

Pop-ups are currently blocked. Y'ou can allow pop-ups from specific
7!l websites by adding the site to the list below.

Address of website to allow:

5. Click the Close button. [

Allowed sites:
cmzhr. gzu.edu

Fiemaove all...

M aotifizations and filker level

Flay a sound when a pop-up iz blocked.

Show Information Bar when a pop-up is blocked,
Filter level:

Mediurn: Block most automatic pop-ups K

Pop-up Blocker FAG _h
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Google Toolbar

This section demonstrates how to edit the Google Toolbar Pop-up Blocker settings.

The desktop icons display.

1. Open Internet Explorer.

Internet Explorer displays.

2. If you have the Google
Toolbar installed, click the
G icon.

3. From the dropdown menu,

select Manage...

a7

My Dacuments

9

3
My Computer

Iy Mebwork,
Flares

Internet
Explorer

Help

E Rezize

v: Go o 50 B v 9% Bookmarksw

m| OS5 | & Images

File Edit Wiew Favorites Toals
A|S'I|{$:I Accessibility valicate
Goog{ |G &——
N N Web
W w & Usa
] @j Current Site
Web | | .
aﬁ I'm Feeling Lucky
EI Images
@ Groups
f__; Mews

If;' Froogle
@ Maps

E Button Gallery

opping Gmail more ¥
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The Toolbar Options box Toolbar Options
d | S p I ayS . Features BUttUnQ:) *_
Show Google buttd he Toolbar

[] @& searchsite [] < I'mFeeling Lucky
4_ C“Ck the More tab [] g3 Google Images O @ Google Groups

52 Google News ] ®7 Frongle

| @) Google Maps [] @ searchusa

Custom buttons

Checked items will appear on the Toolbar,

E Button Gallery

Restore Defaults. ..
o] [Ccoma

The More options page Toolbar Options
dISp|ayS Features | Buttons | More

Configure more buttons and options

@y Search Settings Motifier and Browse by Name Py
_ [1|G| set and keep Search settings to Google [

5' TO bIOCk pop ups’ CheCk [] Matify me on settings change

the En ab I e PO p u p [ L, Enable Browse by Mame in the address har

infa...
Blocker box. mare nfo

- Bagup Blocker
@‘}: Enable Popup Blocker

Note: If you already have A L Play a sound
. . [ Hide popup coun

this enabled, you may skip
H -, Even more buttons

th|S Step " - == PageRank and Page Info
. Oy

6. C“Ck OK D-tﬁ Nzxt&Previous
|:| @ aoting

*a; Find on Page
A Highlight
Q ‘Word Find
@y Button text labels
O all text
(®) Selective kext anly
O Mo bext
@y Help Google improve the Toolbar -
[T Sand 11zans chatictics ba anals ud]

Restore Defaults. ..

_h [ OF u} Cancel ] [ Apply ] [ Help ]

s
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Internet Explorer displays. & mages | € Colour Structure | 3 Tooks | ) Docinfo | ©] Source | @K T @3
7 Bookmarks . B oblocked )7 Check » o cutoline = o Auor] (e Send o

7. Navigate to a page inside — — — :
Click this button ko always allow popups on cmshr,sjsu.edu
MySJSU (PeopleSoft l
HSJPRD)_ The Iogin page Ta et an individual popup throogh, press the "Chel' key while clicking on a link.

will work.

Note: Hovering over the
button will give you the

option to allow pop-ups
from the site.

8. Click the 0 Blocked button
on the Google Toolbar.

Note: The number blocked
may differ on your toolbar.

The button changes to

indicated that pop-ups are 3| il mages | B ¢ ucture | %, Tools
okay from this webpage. » % Bookmarks |@Pﬂpups okay | Y% check -
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Yahoo Toolbar

This section demonstrates how to edit the Yahoo Toolbar Pop-up Blocker settings.

The desktop icons display.

1. Open Internet Explorer.

Internet Explorer displays.

2. If you have the Yahoo
toolbar with Pop-Up
Blocker, click the arrow
next to the Pop-Up Blocker
button.

S
My Dacuments
Sl
58
My Computer
.«
-

Iy Mebwork,
Flares

e

Internet
Explorer

Toolbar

File Edit Yiew Favorites Tools  Help
A\|GReb Accessibility . | qf validate || B Resize | 1w cs5 | @meges | @ Colowr | [E] Structure %Tools{' i) Dac|

Google [Gl+ [+ <o 50 B - | 1% bockmarksw | 0P Check v % Autolink = (o<
Y7 - @~ |web Search [% Bockmarks~ A Settings = | 5 Pap-Up Block@ Mal -
w |Y.".’ahoo! | |

Make Y1 your home page YAHOO!

Web | Images | Video | Local | Shopping

Search:
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The Pop-up Blocker

dl’OdeWﬂ menu displays. & mages | € Colour | [E] Structure % Tools i) Docinfo | o] Source
9% Bookmarks ﬁés‘f’ Check = % Autolink | o Send tow

@Bmkmarks' [ Settings ~
3. From the dropdown menu,

make sure Enable Pop-
Up Blocker is checked if

you Wish to block pop_ups F\Iwa‘y‘s Allow PDD'UDS From...
Tokal Pop-Ups Blocked: 0

on all pages.
Why am I still getting pop-ups?
Note: If you already have Web | IMage  pop-Lip Blacker Test
this enabled, you may ski
: y y p arch: fMore Help
this step.

4. From the dropdown menu,
select Always Allow Pop-
Ups From.

& Images ) Colowr | [T Structure % Tonols I)Docinfo | o] Source | 4
'{:;’ Bookmarks» | ~ % Autolink - | o Send tow
thi«r [ Bookmarks~ [ Settings = [T Pop-Up Blacker = EAmail ~ %My vahoo! -~

v Enable Pop-Up Blocker
v Play Sound When Pop-Up Is Blocked |

c Alvways Allow Pop-Ups From, .. > ]

i Takal Fop-Lig: B
‘b ann I skill getting pop-ups? ;'
Web | Image

Pop-Up Blocker Tesk
Mare Help

earch:

SJSU Information Support Services Open Recruitment Attachments
info-support@sjsu.edu, 408-924-1530 Page 19



The Pop-Up Blocker box
displays.

5. Select cmshr.sjsu.edu.
6. Click the Allow button.

Note: You will only be allowed
to add this site if the Pop-up
Blocker has already blocked it
before. You may have to
attempt to open a document to
force the block in order to add
the site here.

A confirmation message
displays.

7. Click OK.

The URL displays under
Always Allow Pup-Ups From
These Sources.

8. Click the Close button.

Yahoo! Pop-Up Blocker

Sources of Recently Blocked Pop-Ups:

Allow

o~
Q
£

Always Allow Pop-Ups From These Sources:

-

Yahoo! Toolbar

Always allow pop-ups fromemshr sjsu.edu?

—» (To) (o]

Yahoo! Pop-Up Blocker

Sources of Recently Blocked Pop-Ups:

cmshr sisu.edu

Always Allow Pop-Ups From These Sources:

cmshr sisu.edu

= —
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