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Introduction my|CalPERS generates reports using the Cognos application which is 
embedded in the system. By following a simple procedure to configure 
your browser, you will generate reports that support many business 
needs without encountering issues.   

Contents This document contains the following topics to correctly configure your 
Internet Explorer web browser for generating reports in my|CalPERS 
and updating your Adobe Reader application to export Cognos reports 
into PDF version: 

Topic See Page 

Configuring Your Workstation 1 

Adding my|CalPERS to Trusted Sites 2 

Customize Trusted Sites 5 

Setting Pop-up Blocker 6 

Compatibility View for Internet Explorer 10 and 11 7 

Update Adobe Reader to Export Cognos Reports into 
PDF Version 

8 

my|CalPERS Course 205: So You Want to Run a 
Cognos Report? 

9 

Contents In order to generate reports and utilize the Cognos application 
embedded in my|CalPERS, users must properly configure their 
workstations. The procedure which follows will assist you in correctly 
configuring your workstation. If using Internet Explorer, you will need to 
configure specific security settings as well to avoid receiving system 
errors. 

Below is a common error displayed when browsers are not configured 
properly: 

Continued on next page 
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Contents Note: You must also have "cookies" and "JavaScript" enabled in your 
browser to use our online services.  These features are usually on by 
default, but can be modified in your browser’s security and privacy 
settings. 
 
Internet Explorer: my|CalPERS functions best with Internet Explorer 
v8.0. If you are using an older version, you can download the free 
upgrade to Internet Explorer 8 by selecting this link: 
http://windows.microsoft.com/en-US/internet-explorer/downloads/ie-8. 
  
Important!  If you are using Internet Explorer 10 or Internet 
Emplorer 11, you must use the Compatibility View setting outlined at 
the end of the following procedure. 
 
Firefox: If you are still having problems with Internet Explorer or if your 
organization requires that you use a different browser, you can 
download Mozilla Firefox for free by selecting this link: 
http://www.mozilla.com/en-US/firefox/new/. Users will need to select I 
Understand the Risks drop-down arrow and the Add Exception 
button the first time to continue into my|CalPERS. 

Note: You may experience system issues or unexpected results when 
using a different version of Internet Explorer or Firefox. If your 
organization upgrades your Internet browser, you may have to 
reconfigure your workstation again by updating your browser’s security 
settings.  

 

Procedure If you have Internet Explorer and you’re having trouble generating 
reports in my|CalPERS, follow this procedure to add 
www.calpers.ca.gov along with additional sites to your browser's list of 
trusted sites: 

Step Action 

Open Internet Explorer 

1 Open Internet Explorer to configure your trusted sites and security settings. 

2 On the Menu Bar, select Tools then select “Internet Options.” 

Adding my|CalPERS to Trusted Sites 

3 Select the Security tab. 

4 Select the Trusted sites zone. 

5 Select the Sites button. 
 

Continued on next page 
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Procedure (continued)  

Step Action 

6 Make sure the checkbox Require server verification (https) for all sites in 
this zone is not checked. 

7 Enter “https://*.calpers.ca.gov” without quotations to add this website to the 
zone. 

8 Select the Add button. 

9 Repeat steps 7 and 8 to also add “http://*.calpers.ca.gov” without quotations 
and “https://www-moext-mycalpers.calpers.ca.gov” without quotations.  
 

Important! If using the Windows XP Operating System, also add 
“https://my.calpers.ca.gov” without quotations, as Windows XP does not 
recognize *wildcards in an Internet address. 
 

 
 

Note: Numbered callouts in the illustration below refer to step numbers on the 
previous page. 

10 Select the Close button. 
 

Continued on next page 
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Procedure (continued)  

Step Action 

Customize Trusted Sites 

11 Select Trusted Sites icon to highlight it, then select the Custom level… 
button. 
 

 
 

 

Continued on next page 
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Procedure (continued)  

Step Action 

12 In the Security Settings – Trusted Sites Zone dialog box, scroll down to the 
“Downloads – Automatic prompting for file downloads” setting, then 
ensure the “Enable” radio button is selected. 
 
Note: The “Downloads – Automatic prompting for file downloads” 
custom level setting is not present in Internet Explorer 9 and 10 browsers and 
does not need to be set. 
 

 
 

Setting Pop-Up Blocker 

13 Continue scrolling down in the Security Settings – Trusted Sites Zone dialog 
box to “Use Pop-up Blocker” then ensure that the “Disable” radio button is 
selected. 

                                                
 

 

Continued on next page 
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Procedure (continued)  

Step Action 

14 Continue scrolling down in the Security Settings – Trusted Sites Zone dialog 
box to “Enable XSS filter” then ensure the “Disable” radio button is 
selected. 

 
 

15 Select the OK button at the bottom of the Security Settings – Trusted Sites 
Zone dialog box. 
 
Note: When prompted to change settings for this zone, select the Yes 
button. 

16 In the Internet Options dialog box, select the OK button. 
 

 
 

 

Continued on next page 
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Step Action 

Compatibility View for Internet Explorer 10 and 11 – ONLY 

17 Select the Tools dropdown from the Command Bar, then select 
“Compatibility View Settings.” 
 

 
 

18 In the Compatibility View Settings dialog box, enter “ca.gov” without 
quotations in the Add this website field, then select the Add button. 
 

 
 

19 Select the Close button. 

Continued on next page 
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Update 
Adobe 
Reader to 
Export 
Cognos 
Reports into 
PDF Version 
 

A user may export a Cognos report into a PDF version. The Cognos 
program uses Adobe Reader to convert reports from HTML into PDF 
and displays the PDF version in a browser window. Adobe Reader 
version 10.1.2 does not automatically convert the report into PDF. If 
you installed 10.1.2, a PDF viewed in Internet Explorer appears as a 
blank page. Users have two options to fix this issue: 
 
Option 1: Update the Adobe Reader. The 10.1.3 update to Adobe 
Reader addresses this issue.  Visit http://get.adobe.com/reader/ and 
install the newest version of Adobe Reader. 
 
Option 2: Adjust the default Adobe Reader version 10.1.2 settings.  

Step Action 

1 Open the Adobe Reader application 

2 Select Edit 

3 Select Preferences 

4 Select Internet 

5 Deselect the checkbox for “Displays PDF in browser.” 

6 Select OK 
 

 
 

After installing the new Adobe Reader version or adjust the default 
Adobe Reader settings, Adobe Reader will now allow you to export the 
report into the PDF version in an Internet Explorer window 
successfully. 

Continued on next page 

  

http://get.adobe.com/reader/


  my|CalPERS  
 

9 
July 2015 

my|CalPERS Cognos Reports Browser Requirements, Continued 

 
my|CalPER 

Course 205: So 

You Want to 

Run a Cognos 

Report? 

my|CalPERS Course 205: So You Want to Run a Cognos Report? 
teaches you how to navigate through the Cognos Reports application. 
Topics in this course include how to manage folders, run and save 
reports, and schedule recurring reports. 

The my|CalPERS Course 205 student guide is available to download 
on the CalPERS website.  
Pathway: CalPERS website > Employers > my|CalPERS Technical 
Requirements >Employer Training Classes 

 
To enroll in instructor-led training, log in to my|CalPERS, then select 
the Education tab. 

Pathway: CalPERS website >  

 
Important!  If you don’t have my|CalPERS access, contact your 
system access administrator. 

 

https://www.calpers.ca.gov/docs/course-205.pdf
https://my.calpers.ca.gov/web/ept/public/systemaccess/selectLoginType.html

