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INSTRUCTIONS TO GET IN TO YOUR
CYPRESS INBOX

You must have administrator rights on your PC to install Cypress. If you get this message when
installing Cypress “Setup cannot run from this Web page, verify that you have the correct browser
security settings, click refresh, and select Yes when asked to install the InstallSield Wizard” you
will need to contact your network manager for support.

1. Go to the following web address in Internet Explorer: https://my.unt.edu/

2. Login to My.UNT.edu by entering your EUID and Password.

On the next page you should see this on the right hand side of the page.

EIS Reporting

BEE My Beports

E Feportz from your Cypress InBox

Or this on the left hand side of the page.

Enterprise Menu =

H Admissions

[ by To Do List

[ Reports

[ Financial &id and Scholarships
[ Human Resources

[ Tuition, Fees and Payment
H Academics

[ Campus Life

H taps and Parking

FEIS

[ Reporing Toals

[ FPeopleTools

= Eadlemail

= LINT Health Science Center
= Ity Personalizations

= My Dictionary

3. Click on My Reports under EIS Reporting or Reports Under Enterprise Menu, and then My
Reports. This could take a few minutes.

If this is your first time to open your Inbox you should get the following message, click Yes.
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Security Warning X

Do you want o install and run lnztalls hield wizard"
zighed on #425/2002 11:35 AM and distributed by:

InztallS hield S oftware Corporation

Publizher authenticity venfied by Thawte Serer T

Caution: InztallShield Saoftveare Corporation agserts that thiz
content iz zafe. v'ou should only install/view thiz content if
youl frust InztallShield Software Corporation b make that
agzzertion.

[ Always trust content from Installs hield 5 oftware
Corporation

e | | Mo I tare [nfo

4. You should get the following message. Click on OK.

Microsoft Internet Explorer i ; 1[

<;) A new wversion of Cypress controls 1s available. Do you
want to install it?

QK cancel

5. You will then get the following message. Click on next. This will install Cypress Web Setup.
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;&Installﬁhield Wizard =101 x|

Authenticity Yerified
Do wou wish toinstall Cvpress \Wweb?

=

1 This software has not been alkered since publication by Cypress Corporation.
Ji To install Cypress Web, click Mext,

aution: Cypress Corporation affirms this software is safe. You should onky
conkinue if you krusk Cypress Caorporation ko make this assertion,

The idenkity of this software publisher was wverified by YeriSian Class 3 Code
Signing 2001 A,

[T Always trusk software published by Cypress Carporation,

| mztallEhield

< Back | Mexk = I Zance|

6. If you get the following message click Finish and go to step 7.

TAE BT AT ATAT A IATENLTT AT AT N LT LT R LT BT AT LT TATETA A LTRSS T AT

:_::-ﬂlnstallﬁhield Wizard ;IEIEI

Installation Completed

Installshield Wizard has successfully installed Cypress Web, Click on Finish ko exit the
wizard,

[rztallshield

= Back | Finish I Zancel

If you get the following message your ActiveX Controls may not be set correctly.
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Installation Failed W‘

Setup cannot continue because of the Following error:
Irvalid Sigrature,

Please contact the software wendor or try again at a later bime.,

Each i Firish I zance|

If the above Installation failed click Finish and continue with the following instructions.

If you are uncertain about following these instructions please contact Production Control.

You will need to open Internet Explorer and perform the following steps.
1. Click Tools and select Internet Options on the Internet Explorer menu bar.
2. Click the Security Tab to open the Content Zone window.
3. Click Internet to display the settings for the Internet Zone.
4. Click the radio button to select Custom (for expert users).
5. Click the Settings button to open the Security Settings window.

6. Scroll to the Active X Controls and plug-ins and verify that the options are set to Enable
or Prompt.

7. Scroll to the Scripting Section and verify that Active Scripting is set to Enable or Prompt.
Note: Clicking a checked box removes the checkmark and disables the feature. If you see
checkmarks in the Enable or Prompt boxes, do not click on the checked boxes.

8. Click OK to close the Security Settings window.
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9. Click OK to close the Internet Options window.

Your Active X controls are now set. You will need to go back to Step 1 of the Cypress Installation
and begin again.

7. If Cypress Web was successfully installed you will get the following message. Click OK.

Microsoft Internet Explorer |

éﬁs Click OK to continue after the installation 1is
finished.

oK

8. You should get the following message. In the NT Domain box type in the word docmgmt. Type
your EUID in the User Name box and your EUID password in the Password Box. Click OK

Logon Cypress As i x|

@ MT Darnain: ||

Izer Hame: I

Paszword: I

k. I Cancel

9. This will take you to your Cypress Inbox. Your name should be on the left hand side. This is an
example. Note the plus sign next to your name. This indicates that you have a report.
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‘A Cypress Web Inbox Interface - Microsoft Internet Explorer,

File Edit ‘Wiew Faworites Tools  Help

eBack - e - E @ G '®5earch %Favorites @‘ @v % D 3

Address |a https: ffcypressweb,co.unt, edufcomponentsfinbox_viewer_frame.htm ﬂ t

E|n Docu'vault
28230 Eranks, Phillip

10. You can see what reports you have by clicking on the plus sign.

Ell ODocuvault
EI% Broaoks,Phillip
3 =Default>
Q Communications Reports (57%)
#-» Financial Aid Reports

----- @ Human Hesource Reports

=& Recycle Bin (257)

Jic)ele || |a|Z

Y
e

[T L
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11. If you have any reports that are unopened there should be a + next to the folder. It should also be

in bold letters. In the above example you see a number next to Communication Reports. The

number to the right is how many reports are unopened in Communication Reports. When | click
on the + next to a folder another folder will open up. In this example Phone Bills is a subfolder of

Communications Reports.
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- £, Brooks Phillip
£ <Default>
--#5 Communications Repo
+-{&3 Phone Bills (36)
£ Financial Aid Reports
£ Human Resource Report:
+-&f Recycle Bin (198%)
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12. If you click on the subfolder all of the reports in that subfolder will appear in the box. When |

clicked on Phone Bills all of the phone bills appeared in the box.

E DDocuault 21 Mortkly Phone Bills © 020115 14 4200

3-8 Broaks Phillip I Monthly Phone Bills : 090105 1147200

T <Default> EZI monthiy Phone Bills : 077240 114201

- 25 Communications Repo | EIMonthly Phone Bills : 067586 147201

+ {8 EA Monthly Phone Bills : 065493 1147200

> Financial Aid Reports E Monthly Phene Bills : 065408 1147201

© Human Resource Report: | I Menthly Phone Bills : 065281 1147201

4176} Recycle Bin (1987 E= Monthhy Phone Bills : 065151 1147201

EZl Monthly Phone Bills : 065136 147201

E Monthly Phene Bills : 063165 1147201

E= Monthhy Phone Bills : 062243 1147201

E= Monthhy Phone Bills : 062240 1147201

EZl Monthly Phone Bills : 062218 147201

< >

13. You can look at your report by clicking on the reports in the box.
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Title

'
*

Created ¥
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A

£

53 Morthly Phone Bills : 090115
f=] Monthly Phone Bills :
E=1 Monthly Phone Bills :
f=] Monthly Phone Bills :
f=] Monthly Phone Bills :
=1 Monthly Phone Bills :
f=] Monthly Phone Bills :
f=] Monthly Phone Bills :
=1 Monthly Phone Bills :
f=] Monthly Phone Bills :
f=] Monthly Phone Bills :
=1 Monthly Phone Bills :
f=] Monthly Phone Bills :

090105
077240
067586
065393
065408
065281
065151
065136
063165
062243
062240
062218

1M42005 1:4
1142005 1:4
11472005 1:4
1142005 1:4
1142005 1:4
1142005 1:4
1142005 1:4
1142005 1:4
1142005 1:4
1142005 1:4
1142005 1:4
11472005 1:4
1142005 14,

ol |¥|v|4|

i

LY
+ *
L

Title: Morthly Phone Bills

c 080113

EL

[x) P b e b}

TELEPHOHE CHARGE REPORT FOR
PERICD EHDING 11302004

DEFTIC - 080 115, INTERHATL S3OUH OH MAT ERIA,

LEDAR T

Morihy Recurirg Charge s
Non Recurrirg Charge s
Dire clory Asslslanae

Iren Blclree Frembm Sem

2303
1.0
0.00

14. If you want to expand the report, click on the on the right hand corner of the phone bill. This
will expand the report to full screen. If you want to expand it further use the F11 key.

Title: honthly Phone Bills : 090115

&l

01132005

DEFPTID - 090115, HTERHATL COUH OH MATERIA,

090115

Tatal Telecommuncations Charges against DEPTID: 090115

TELEPHONE CHARGE REPORT FOR
PERIOD ENDING 11/30/2004

Morthly Recuring Charges

Mon Recurring Charges
Diredory Azsidance

Long D istance)F rem ium Area
Long D istance TEX -AN Intrad ate
Long D istance TEX-AN Interdtate

Long D istance/TE X -AM International

Total Long Digtance
Other Charges

072
0.7a
g.41
0.00

23.03
1.00
0.00

9.51
0.00
33.94

Break down by EIS Account Humber

EI5 ACCT

aIMAEN

PS5 Account D escription

TFRIECOR | Skl DT ARTE

nTY

15. If you would like to print out the report click on the print button %‘ on the right side of your
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screen. This will allow you to print the phone bill to your printer.

16. To logout click on the X on the top right hand corner of your screen.
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