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R1 Workstation Readiness Checklist

1 R1 Workstation Readiness Checklist

1.1 Purpose of the Document

The purpose of this document is to define the steps required to get user’s
Workstation/desktop ready for using Release 1 of North Carolina Financial System
(NCFS).

1.2 Audience

The target audience for this deliverable will be primarily be following roles.
e Agency Desktop Support.
e Agency Technical Point of Contact.
e NCFS users who have administrative rights on their Workstation.

1.3 Checklist

The NCFS application requires user’s Workstation/desktop to have following
configurations for optimal experience while using the application. The workstation
requirements are described by the events over two months.

# | Workstation Requirement Need for Training Need for 04/05/21 Go
2/15/21 live
1 | Windows 10 X X
2 | Microsoft Office 2013 or higher X X
3 | One of the supported browsers X X
4 | Google Chrome Browser X X
5 | Browser Pop-ups and downloads X X
6 | Browser set to update automatically X X
7 | Oracle Excel plugin is X*
installed *

* Oracle Excel plugin is required to do Excel uploads to NCFS. If your job role
does not require to upload transactions via Excel, you do not need Excel plug in.
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2 Steps to Verify Checklist

This section describes steps to configure Workstation as per checklist.

2.1 Workstation is Running Windows 10

o Start Windows Explorer. In left navigation pane, select “This PC” and right

click on it.
e Then click on “Properties”.
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e You will see information about your computer. It tells you Windows version
you are using. You should be using Windows 10.

a System

Contrel Panel Home

4 B 5 Control Panel » System and Security > System

View basic information about your computer

W) Device Manager
G Remote settings
E;' Systemn protection
W) Advanced system settings
Systermn
Processon:
Installed memaory (RAM):
Systermn type:
Pen and Touch:

Windows edition
Windows 10 Enterprise

@ 2018 Microsoft Corporation. All rights reserved.

Intel(R) Core(TM) i7-8550U CPU @ 1.80GHz 2.00 GHz
16.0 GB (15.% GB usable)

64-bit Operating System, x64-based processor

Mo Pen or Touch Input is available for this Display
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e Workstation microphone and speaker are not needed for using NCFS
application. However, it is recommended for online meeting with FBR team
to troubleshoot issues.

e A broadband internet connection is recommended for using NCFS
application. Using hot spot or Mi-fi connection may not be optimal.

2.2 Workstation is Running Microsoft Office 2013 or Higher
e Open a new empty Excel Sheet. Click on File. Click on Accounts.

AutoSave (@ off)

ome Insert Page Layout Qoo

Feedback
F

Options

A B c D Add-ins ~

The product information screen will show the version of Microsoft Office you are
using.

Product Information

B™ Microsoft

Subscription Product

Microsoft 365 Apps for enterprise

Belongs te: arvind.wathore@nc.gowv
This product contains

| Manage Accoun t | | Change License

I:jl:j Office Updates

=l Updates are automatically downloaded and installed.
Update
Options ~

) About Excel
by Learn more about Excel, Support, Product ID, and Copyright information.

About Version 2012 {(Build 13530.20440 Click-to-Run)
Excel

2.3 Workstation is Running One of the Supported Browsers

e By looking at the icon of your browser you can find out which browser you
are using.

e Microsoft Internet Explorer is not supported. Microsoft has two versions of
Edge browser. Both are called Edge. Old Edge icon looks like Internet
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Explorer. New Edge Icon is different, it is based on Chromium. Avoid using
old version of Microsoft Edge.

¢ Install and use one of the supported browsers.

Microsoft Internet Explorer Microsoft Edge (OLD) Microsoft Edge (NEW)
Google Chrome Mozilla Firefox Apple Safari

€ @

2.4 Google Chrome for Training on 15-Feb-2021

e For training on 02/15/21, the FBR team will be using GoToMeeting.
GoToMeeting recommends using Chrome. Some of the features do not work
in Firefox or other browsers.

2.5 Enable Pop-ups in a Browser

» While using NCFS application, if a user clicks on the help icon (?) or
Application Help link under preference, the application will open a new
browser window. To open the new browser window, pop-ups should be
enabled, from Oracle’s website https://oraclecloud.com and
https://oracle.com.

2.5.1Enabling Pop-ups in Chrome

= Click on three vertical dots on top right corner and select “Settings”.
» In left navigation pane click on “Privacy and Security”.

= >
Settings
= E o = 2 g

You and Google

MNew tab

Pl window Ctrl+ Autofill
Mew incognito window  Ctrl+Shift+M
safety check
History >

Downloads Ctrl+] Privacy and security I

EBookmarks -
Appearance

Zoom — 100% =
Search engine
Print... Ctrl+ P
Cast...

Find... Ctrl+F

Default browser

c-ﬂ]pefcl&!m'-

On startup
More tools [

Exit

Cut Copy Paste Advance d -

Extensions (]

About Chrome
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Then click on “Site Settings”. Then click “Pops and Redirects”

y Content
Privacy and security onten

b Cookies and site data N
Third-party cookies are blocked in Incognito mode
Clear browsing data party <

] »
L Clear history, cookies, cache, and more .
! ' Javaseript
<> »
Allowed
Cookies and other site data
6 . 4 Flash
hird-party cookies are blocked in Incognito mode N »

Block sites from running Flash

Security py mages N
e : . b show all
Safe Browsing (protection from dangerous sites) and other security settings
I . Toprupﬁ and redirects I R
_, Site Settings , Allowed
" Controls what information gfes can use and show (|ocation, camera, pop-ups, and more)
Additional content settings ~
Mak “Allowed” is checked. The under All lick “Add” butt
L4 aKe sure OWC¢C 1S cnecKeda. € under OW ClIC utton.
€  Pop-ups and redirects Q, Search
e E
Block Add
No sites added
Allow Add
@ https:/ncgov.csod.com:443 »
= hitps://mybeacon its. state.nc.us:443 »
@ zoomus

Add website https://oraclecloud.com and click “Add” button. Then click “Add”
button. Add website https://oracle.com and click “Add” button. Now you should
see https://oraclecloud.com and https://oracle.com under the allow section.

Allow Add
Edit site
@ hitpsi/ncgov.csod.com:443 »
Site
https://oracle.com »
4| htips:/roraclecloud.com — ® o
i
@ hitpsi/oraclecloud.com »

"1

https://mybeacon.its.state.nc.us:443 »

@ zoomus
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Chrome - Downloads

= \When user runs reports in Oracle, your browser may ask if you want to save
or open the file. Setting default as save in download folder will eliminate
this message.

= Click on three dots on top right corner. Click on “Settings”. Click on
“Advanced”. Click on “Downloads”.

= (lick on the “Ask where to save each file before downloading” toggle
switch so that it is “off”” as shown below.

» Close your browser completely and reopen the browser.

Downloads

Location
Change

C:\Users\thurman.ross\Downloads

Ask where to save each file before downloading \

2.5.2Enabling Pop-ups in Firefox

* (lick on Gear icon on top right corner. Click on “Privacy & Security™.

< < o “

IF Most Visited [T From Google Chrome

Gemneral

Home

Search

Privacy & Security

deloe

Swnc

e Ifin your browser “Block pop-up windows” is unchecked and “Exception”
button is grayed out, then pop-ups are already allowed. Do not make any
changes.
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Block pop-up windows

e Ifin your browser “Block pop-up windows” is checked then click on
“Exceptions” button.

Permissions

¢ Location

Settings...
W« Camera Settings...
& Microphone Settings...
@ Motifications Learn more Settings...
Pause notifications until Firefox restarts
@ Autoplay Settings...
oo Virtual Reality Settings...

+'| Block pop-up windows I Exceptions...

| Warn you when websites try to install add-ons Exceptions...

Prevent accessibility services from accessing your browser Learn more

6) Add website https://oraclecloud.com and click “Allow” button. Add website
https://oracle.com

and click “Allow” button.

Allowed Websites - Pop-ups

vou can specify which websites are allowed to open pop-up windows. Type the exact addres

s of the site you want
to allow and then click Allow.

I hrtpsisroraciecloud.com |

l Allow I

httpsi/fwwaw.nc.gow Allow

hitp . ne. goewv Allow

Remove All Websites

Cancel Save Changes
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e Now the site https://oraclecloud.com and https://oracle.com should show
in the list. Click “Save Changes” button and exit.

Allowed Websites - Pop-ups =<

You can specify which websites are allowed to open pop-up windows. Type the exact address of the site you

want to allow and then click Allow.

Address of website

https://oraclecloud.com

https://oracle.com Allow

Remowe Website Remove All Websites

Save cChanges cancel

Firefox - Downloads
= Click on Gear icon on top right corner.
= Scroll down till you see “Files and Application” Section.
= Make sure “Always ask you where to save files” is not checked, “Save Files
To” is checked and folder name is “Downloads”.
» You can select the “Downloads” folder by clicking on the “Browse” button.

@& Choose Download Folder: *

4 & » ThisPC » Downloads v O Search Downloads »

Fles and Applications re——— . @

& ThisPC

# 3D Objects No items match your search.

Downloads B Deskiop

2| Documents

0 saueiesto | Downloac Browse. ¥ Dounonts

D Music

=/ Pictures LR 4 >

Always ask you where to save files Folder: [|

Select Folder Cancel

2.5.3Enabling Pop-ups in Edge

= Click on three horizontal dots on top right corner. Select “Settings”.
= [n “Settings” enter “Pop-ups and redirects”.
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= > i@} Settings X | +

1 Mew window < C @ @ Edge | edgey/

MNew InPrivate window Ctrl+Shift+P

[7) Chrome Bockmarks W3Schools [ Imported

Zoom — 100%% —+ e
Favorites Cerl=
Reading list Ctrl=h
Books Ctrl=Shift+U

— Settings

Downloads Ctrl=+]

60BN

Excty i .
sreens Q1 Pop-ups and redirects| x

Show in toolbar >

Print Ctrl=P

Find on page Ctrl=F PrDﬂlES

o e e (@ e Geerdses [ Privacy, search, and services

b b

T 0

More tools >
pr—— I Appearance

¢ Help and feedback >

= Click on “Pop-ups and redirects”.

1 result

(7 Pop-ups and redirects >

Allowed

= (Click on the “Add” button under allow.

<= Search results / Pop-ups and redirects - 1 result
Block (recommended) i J
Block Add
Mo sites added
Add
Mo sites added

= Add website https://oraclecloud.com and click “Add” button.
= Add website https://oracle.com and click “Add” button
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Add a site

Site

| https:f,r'oraclecIDud.com|

= Under Allow, you should see both https://oraclecloud.com and

https://oracle.com

Add a site

Site

| https://ora clelcom

“ Ca n (EI

< Search results / Pop-ups and redirects - 1 result

Block (recommended)

Block

Mo sites added

Allow
[ httpsy//oracle.com

™ httpsy//foraclecloud.com

Add

Add

Edge - Downloads

= Click on three dots on top right corner.
= Select “Settings”. Click on “Downloads”.

=  Make sure directory shown on the location is “C:\Users\your
userid\Downloads” If it is not, click on Change button to select Downloads

folder.

=  Also make sure “Ask me what to do with each download” is turned off.

= MNew window

¥= Favorites

2= Reading list

YO History
4 Downloads
<2 Extensions

Show in toolbar

=h Print

O Find on page

ge to the taskbal

5% Settings

elp and feedbac

New InPrivate window Ctri=Shift+P
Zoom — 100% +

Ctrl+

Ctrl=pa

II% Books Ctrl+Shift+U

Ctrl+H

Crl=J

>

Chrl+P

Ctrl=F

Settings

| (e} l:'aa‘:‘ settings

| Profiles
(%] Privacy. search, and services
<3 Appearance
(') On startup
B New tab page
[ Share. copy. and paste

@ Cookies and site permissions

Default browser
1 Downloads
& Family safety

A Languages

= Printers

O System

YD) Reset settings

[ Phone and other devices

@@ About Microsoft Edge
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Downloads

Location I

Ch\Users\atwathore\Downloads

Ask me what to do with each download

Always ask me if | want to save a file or open it without saving

2.5.4Enabling Pop-ups in Safari

=  Please do not use Safari browser on Microsoft Windows

Workstation/desktop. Apple no longer offers Safari updates for Windows.

You must use Microsoft Windows for Excel upload. Oracle does not support

Excel uploads in Safari.

e Open Safari Browser and click on > Safari > Preferences.
e Click on “Website” Tab. At bottom right corner click on “When visiting

other websites” and select “Allow”.

e IF you are already in Oragle application, then click on that application(s)

and select “Allow”.
4 | safari | File Edit View History\

= ( About Safari
Safari Extensions...

Preferences... 38 ,
Privacy Report... Auto-Play
Settings for s Websit Page Zoom
3 B comena
Clear History...
i Microphone
Services > [ sereen sharing
Location

Hide Safari
Hide Others
Show All

Downloads

[ Notifications

Quit Safari

Pop-up Windows

Websites

§ a a8 B @

utoFill Passwords Search Security Privacy Websites Etensions Advillced
Allow pop-up windows on the websites below:
Currently Gpen Websites
l [8] emzn-devi.fa.usB.oraclecloud.com Allow 2] I
& google.com Alow B
o outlook office365.com Allow 2]

I When visiting other websites:

Allow

el

Steps to Verify Checklist Page 13 of 16




R1 Workstation Readiness Checklist

2.6 Browser Set to Update Automatically

= By default, Chrome, and Edge update automatically. There is nothing to
setup.
» Firefox does not update automatically. You must uninstall Firefox and install
new version.
= To Update Safari
» Go to Apple menu > System Preferences.
» Click on Software Update.
» Check the “Automatically keep my Mac up to date” box in Software
Update.

2.7 Install Oracle Excel Plugin

= Oracle Excel plugin is required for using Excel uploads in NCFS. Use of
Apple Mac to do Excel uploads is not supported. If your role does not
require you to upload transactions using Excel, then you do not need Excel
plugin.

= Close all Microsoft Excel instances prior to downloading the executable.

» Download Oracle Excel Plugin “adfdi-excel-addin-installer.zip” from OSC
website, https://www.osc.nc.gov/state-agency-resources/north-carolina-
financial-system-ncfs-resources

= Unzip the file and double click to run the adfdi-excel-addin-installer.exe file.
Click “Install”.

g b Integration x
ADF Desktop Integration Installer ?\*
or wil s required to install Oracke ADF 11g Deskiop

e You see the processing bar as the desktop integration installs on your
machine.
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EOrac\e ADF 11g Desktop Integration Add-In for Excel >

Installing ADF Desktop Integration %

Oracle ADF 11g Desktop Integration Add-In for Excel is being installed.

Please wait...

e Once the process in completed, you see the Installation Complete message.
Click Close.

[ Oracle ADF 11g Desktop Integration Add-In for Excel - x

Installation Complete 2\

Oracle ADF 11g Desktop Integration Add-In for Excel has been successiully installed. It
may be necessary to run Excel to complete the installation

Click "Close" to exdt.
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e Open an empty Excel file and click on File > Options > click on “Add-ins”.

e Make sure you can see “Oracle ADF 11g Desktop Intggration Add-In for
Excel” is in the list. This means the Oracle Excel plugin was installed.

e Select “COM Add-ins” in the Manage dropdown. Click “Go

Excel Options 7 ><
General =
S View and manage Microsoft (ffice Add-ins.
Farmulas
Dat Add-ins

Account

Hsth

ar CohOraclessmartViewsbinsHs I barsxl
racle ADF 11g Desktop Integration Acdd

b For Excel  Ci.adfdi-excel-addin.vstolvstalacal

Feedback

hve Application Add-ins
ToolPak
TaolPak - VBA

Options

Add-ins ~

cahOraclevOracle ADF 11g Desktop Integration Add-In for Excel

adzheets withiveb applications based on Oracle ADF

e Make sure “Or b - - e e
checkbox is checked. This means the Oracle Excel plugin is enabled for use.

COM Add-ins 7 >
Add-ins available:
L | Inquire Cancel
|:| Microsoft Data Streamer for Excel

L Microsoft Power Map for Excel Add...
Oracle ADF 11g Desktop Integration Add-In for Excel

gl L= [ = =1 o L= ] w0 Eemove
Location: ChProgram Files (x86)\Oracle\Bl PublisherBl Publisher Desktop\DotMet2007_2\ETBAdIN. vsta|vsto..,
Load Behavior: Load at Startup
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