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Document Overview
This document contains steps for accessing PeopleSoft from work and using Multi-Factor
Authentication (MFA) to connect to PeopleSoft from home. It also contains troubleshooting
steps you should take if you are encountering Internet browser issues while using Baptist Health
South Florida’s Oracle PeopleSoft.

Steps for PeopleSoft access
1. Click the Employee & Manager Self-Service PeopleSoft icon on the Intranet (Sun Page)
to access PeopleSoft from work.
2. Register with MFA to access PeopleSoft from home.
3. If you have any issues connecting to PeopleSoft, please contact your CTT.

Steps for Troubleshooting your Internet Browser
1. Determine if your Internet browser version is supported.
2. If your Internet browser version is supported, determine if there is a documented workaround or explanation for your issue.
3. If your issue does not have a documented work-around, please contact your CTT.
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PeopleSoft Access
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Accessing PeopleSoft at Work
To access PeopleSoft at work, visit the Intranet (Sun Page) and look for the PeopleSoft
Employee and Manager Self Service icon.
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After clicking on the Employee Self-Service icon from the Sun page, you will be transferred to
the PeopleSoft login page. You must use your AD (network) username and password to login.
You are now logged into PeopleSoft.
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Accessing PeopleSoft at Home
To access PeopleSoft from home, you will first need to register for Multi-Factor Authentication
(MFA). Once you have registered for MFA, you can login to PeopleSoft directly. If you use the
Cisco AnyConnect Secure Mobility Client to connect to the network, you can continue to use it.
Once you have logged in with the Cisco AnyConnect tool, you can access the Sun page and
login to PeopleSoft.

What is MFA?
MFA is the latest technology for system safety and security. It uses multiple factors to identify
you and ensure secure access to PeopleSoft data when outside of the Baptist Health network.
For more information about Multi-Factor Authentication visit www.baptisthealth.net/MFAInfo

MFA Registration
To complete your account configuration and start using Multi-Factor Authentication, simply log
in to the Multi-Factor Authentication User Portal at https://mfa.baptisthealth.net/portal. You must
use your AD username and password to login. During the registration process you’ll select one
of the three available authentication methods (the MFA mobile app, an automated phone call, or
an automated text message). Note: You will only need to complete MFA Registration one
time.
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Accessing PeopleSoft Directly
After you have registered with MFA, you are ready to log in to PeopleSoft. Begin by going
directly to the PeopleSoft page:
https://pspaprd.baptisthealth.net/

You will be transferred to the PeopleSoft login page. You must use your AD username and
password to login. This is the same information that you use to log into computers on the Baptist
Health network. After you click the Sign In button, your MFA registration will be activated and
you will receive a passcode based on the registration option that you selected. You will get an
automated text, MFA Mobile App notification, or an automated phone call. Follow the
instructions prompted to you from the text, notification, or phone call.
If you follow the MFA instructions successfully, you will be automatically logged into PeopleSoft
and transferred to the PeopleSoft home page.
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Accessing PeopleSoft with Cisco AnyConnect Secure Mobility Client
PeopleSoft access is also available by connecting to the Baptist network from home. To connect
to the Baptist network, you will need to use the Cisco AnyConnect Secure Mobility Client. It
should be available from your Windows Start Menu by going to All Programs > Cisco > Cisco
AnyConnect Secure Mobility Client.
Once you are ready to connect, please enter ‘connect.baptisthealth.net’ in the Connect
prompt and click the Connect button.

You will be prompted for your AD username and password, then click OK. Note: The label is
‘Passcode’ but please enter your AD password in this field.

Once you click OK, Cisco AnyConnect will activate your MFA registration and will send a
passcode based on the registration option that you selected. You will get an automated text,
MFA mobile App notification, or an automated phone call. Follow the instructions given to you
from the text, notification, or phone call. If you follow the instructions successfully, Cisco
AnyConnect will continue logging you in to the Baptist network.
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Once you have successfully logged in with Cisco AnyConnect, you now have access to the
Baptist network and can access the Intranet (Sun Page). To log in to PeopleSoft, follow the
same steps when accessing from home (page 4).
Visit the Intranet (Sun Page) and look for the PeopleSoft Employee and Manager Self Service
icon. After clicking on the Employee Self-Service icon from the Sun page, you will be transferred
to the PeopleSoft login page. AD username and password are required for login.

Once you have finished working in PeopleSoft and you are ready to disconnect from the Baptist
Health network, right-click on the Cisco AnyConnect icon from your system tray and click Quit.
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Internet Browser Troubleshooting
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Determine if your Operating System version is supported
If you are having issues with your Internet browser, it is possible the version of your Operating
System is not supported by the Baptist Health South Florida’s Oracle PeopleSoft product (or
system).
Microsoft Windows XP is not supported by PeopleSoft as it is no longer being supported by
Microsoft. If you try to login to PeopleSoft and get the following message on your Internet
Browser, you may have Microsoft Windows XP. If you are accessing PeopleSoft from your
home computer, it is recommended to upgrade your home computer as you will not be able to
login to PeopleSoft.
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Determine if your Internet browser version is supported
If you are having issues with your Internet browser, it is possible the version of your Internet
browser is not supported by Baptist Health South Florida’s Oracle PeopleSoft product (or
system).

The following browsers are supported:
Internet Browsers
Apple Safari
Google Chrome
Microsoft Internet Explorer
Microsoft Edge
Mozilla Firefox

Versions
9, 8
43
11
25
42, 38

To find your Internet browser version:
Browser
Internet Explorer

Firefox

Google Chrome

Instructions
If you are using Internet Explorer, it is located in the Help menu. Click
‘About Internet Explorer’.

If you are using Firefox, click the Menu button, then the Help menu.

If you are using Google Chrome, click on the Customize button with the
3 horizontal lines

Other Browsers
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, and click ‘About Google Chrome’.

For other browsers, click either the Menu or Tools button, typically
located in the top right corner of the browser. It is usually under the
About or Help section.

Steps for Clearing Your Internet Browser Cache
Before starting your Internet Browser session for access to PeopleSoft, it is recommended to
clear your Internet Browser memory location known as cache. This is not required to do every
time you login, but it may be helpful in fixing several issues with your Internet Browser.

Clearing your Internet Explorer Browser Cache on a Baptist Health Computer
Use the “CacheCleaner” utility on Baptist Health computers to clear your internet browser cache
for your Microsoft Internet Explorer Browser. To clear your internet browser cache:
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1.

Click the Windows Start Button

2.

Click in the Search Box

3.

Type "CacheCleaner" in the Search Box

4.

Double Click on the CacheCleaner program

5.

PLEASE NOTE: Upon selecting “Yes” the cache cleaner utility will close all Internet Explorer browser
sessions. Any unsaved data in your internet browser sessions may be lost.

15

6.

To proceed with running the Cache Cleaner Utility Click “Yes”.

7.

The “Delete Browsing History” window will appear and close once the Cache Cleaner Utility has deleted
your browser cache.

8.

Open a new Internet browser session and login to PeopleSoft.

Clearing your Internet Explorer Browser Cache on a Non-Baptist Health Computer
From your Internet Browser Command toolbar, click on the Safety dropdown and select the
option for ‘Delete Browsing History’.

Make sure the first option for ‘Preserve Favorites website data’ is unchecked and the remaining options
checked, as shown below, and click the ‘Delete’ button.
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Clearing your Internet Browser Cache for Mozilla Firefox
From your Internet Browser toolbar, click the Menu button

and click on the Options button.

Select the ‘Advanced’ panel, click on the ‘Network’ tab, and in the ‘Cached Web Content’
section, click ‘Clear Now’.
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Clearing your Internet Browser Cache for Google Chrome
From your Internet Browser toolbar, click on the ‘Customize and Control’ button, click on
‘More Tools’, and select ‘Clear browsing data…’.

Select ‘the beginning of time’ option from the dropdown, check ‘Browsing history’, ‘Cookies
and other site and plug-in data’, ‘Cached images and files’, and ‘Hosted app data’ options,
and click ‘Clear browsing data’.
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