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University of Connecticut  

Enabling Core-CT Pop-Ups for Smart HR 

Attachments 
Overview The browser settings on your computer may not allow you to open an attachment in Core-CT. This may be due to 

pop-ups being disabled. Use this job aid to enable pop-ups to be able to view attachments in Core-CT. 

In the example provided below a Department Approver is opening an attachment on a Smart HR funding change 
template from the Manage Transactions page. However, the steps to enable pop-ups to view attachments in 
Core-CT are the same regardless of the page or transaction the attachment is include on. 

Note: This job aid demonstrates how to enable pop-ups using the Internet Explorer browser. The University 
recommends using Internet Explorer when in Core-CT, as the functionality is most compatible with this browser. 

 

Process Steps 

Step Action Screenshot 

1 

As a Department Approver, 

on the Manage 

Transactions page, click the 

Name of the employee 

whose template you are 

reviewing. 

 



UConn/Core CT Job Aid: Enabling Core-CT Pop-Ups for Smart HR Attachments 

Version 1.0 

 

 

2 

Step Action Screenshot 

2 

On the Manage 

Transaction Details page, 

click View Template to 

review the template. 

 

3 

Scroll to the bottom of the 

template to review the 

attachment(s) included. 

Click Open. 

 

4 

The following message will 

open. Click Options for this 

site. 
 

5 
Click Always Allow. 

 

6 

Once allowed, Core-CT will 

bring you back to the 

previous page.  

 

Again, click on the 

employee’s Last Name. 

 



UConn/Core CT Job Aid: Enabling Core-CT Pop-Ups for Smart HR Attachments 

Version 1.0 

 

 

3 

Step Action Screenshot 

7 

Again, click View Template 

to review the template. 

 

8 

Scroll down to the bottom 

of the template to open the 

attachment. Click Open.  

9 

A message may open to 

Open or Save the 

document. Select the 

applicable action. 

 

10 

The attachment will now 

open. 

 

 


