
Install IE7 on the PC.  After it 
has been successfully installed 
Launch IE 7. 

A Security settings page or a 
Required Setting page may 
appear. Or both might appear 
in this order. 

If the Security settings page 
appears: 

Right click on the information 
message and choose Fix 
Settings for Me... 

It will then give you a message 
to click on Your Home page.  
Choose that Option. 
If the Required Settings page 
appears: 

PeopleSoft defaults to Google 
as the Search provider. The 
“Keep my current default 
search provider” can be chosen 
or if the “Let me select from a 
list….” is chosen a list will pop 
up and a search provider can 
be chosen from there. 

This is the only field required 
before scrolling to the bottom 
to click the Save settings 
button. 

A page may appear giving an 
option to Go to Home Page.   
Click on Go to Home Page. 
Create the IE 7 Menu Bar 

Right click on the Bar beside 
the Welcome to University of 
Houston tab. 

Click on the Menu Bar. The 
File, Edit, View, Favorites, 
Tools and Help menu bar 
should appear. 
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To access the Finance 
PeopleSoft website, the 
my.uh.edu site must be made a 
Local Intranet site on the 
Security Tab under Internet 
Option. This is located under 
Tools on the Menu Bar. 

Click on Tools and go to the 
bottom and click on Internet 
Options 

The Internet Options page will 
appear. 

Click on the Security Tab and 
click on Local Intranet. 

At this point the Sites button 
will not be grayed out. 

Click the Sites button. 
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A new window will pop up. 

Make sure there is a check in 
the Automatically detect 
intranet network. 

Click the Advanced button. 

In the Add this website to the 
zone: 
Type in: 

https://my.uh.edu/ 

click the Add button 

The https://my.uh.edu/ will 
now be moved to the Websites: 
field. 

Click the Close button. 

Click the OK button for the 
Local intranet window. 

Click the OK button for the 
Internet Options window. 
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If you plan to run query results 
from PeopleSoft to Excel the 
following folder option must 
be chosen to allow PeopleSoft 
to open a window in Excel. 

On the desktop open My 
Computer 

Click on Tools > Folder 
Options… 
Click on the File Types Tab 
and scroll to XLS. 

Click on XLS Microsoft Excel 
Worksheet 

Click the Advanced button. 

On the Edit File Type window 
remove the Check from 
Browse in same window. 

Click OK 

Click Close on the Folder 
Options window. 
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