Changing Browser Settings to Make W-4 changes in Employee Self-Service.

*You may have to download and install free Adobe Reader DC (or non-free Adobe Acrobat) if your computer does not
have it. (Most MPS computers have the reader installed. If yours doesn’t, contact Technology Support at 414-438-3400.)

Below are the steps for downloading PDF files instead of automatically opening them in Chrome:

1)Click the 3 dots in the upper right-hand corner of the Google browser.
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2) Select settings and you will see this screen. On the left-hand side, select Privacy and security.
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3) select “Clear browsing data” to first clear your cache.

Privacy and security
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. Clear history, cookies, cache, and more

Privacy Guide \

Review key privacy and security controls

Coolies and other site data
Third-party cookies are blocked in Incognito mode
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4) Change the time range to “All time”, make sure the cached images and files is selected then click “clear data” on the
bottom right. Once this is done, you will return to the previous screen and continue with the instructions.
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Basic Advanced
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Browsing history
Clears history, including in the search box

Cookies and other site data
Signs you out of most sites.

Cached images and files
Frees up 218 MB. Some sites may load more slowly on your next visit.
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3) Select Site Settings.

ﬂ Chrome can help keep you safe from data breaches, bad extensions, and more ﬁ

Privacy and security

| Clear browsing data
Clear history, cookies, cache, and more

Cookies and other site data

Cookies are allowed

Security
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Safe Browsing (protection from dangerous sites) and other security settings

Site Settings
Controls what information sites can use and show (location, camera, pop-ups, and mare)
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4) Scroll down and select additional content settings. You will then see more options.
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Cookies and site data
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Sites can use Javascript

Images
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Sites can show images

Pop-ups and redirects
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Sites can send pop-ups and use redirects
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5) Select PDF documents.

Additional content settings

Sound
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Sites can play sound
Ads
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Block ads on sites that show intrusive or misleading ads
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Bl PDF documents

6) Select Download PDFs.

& PDF documents

Sites sometimes publish PDFs, like documents, contracts, and forms

Default behavior
Sites automatically follow this setting when you visit them

@® #* Download PDFs

(O [ OpenPDFs in Chrome

7) Restart your browser by closing and re-opening it so the changes can be implemented. You should now be able to
make changes to your W4 information in Peoplesoft and submit it using the green submit button.
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