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Overview of Cypress 

 Cypress is not HRS – it is a separate system with separate security 

 Cypress is a report distribution system used to distribute 
important HRS reports to “Cypress Inboxes”.  Only authorized 
users can access the Cypress Inbox to view these reports. 

 To become an authorized user of Cypress, you must request and 
be approved for Cypress access.  Once approved, you will be sent 
instructions for installing the Cypress software on your PC.    

 Not everyone needs access to Cypress. You need Cypress access if 
your job duties require you to use a report that is distributed via 
Cypress (e.g. Payroll Coordinators, Benefit Administrators, etc.) 

 When a report is delivered to a Cypress Inbox, the people who 
have access to that Inbox will receive an email notice that the 
report has been delivered. 
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Requesting Access to Cypress 

 Go to the Cypress website: (https://cypress.doit.wisc.edu/) 
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Click on the 
“Cypress 
Authorization 
Request” link 

https://cypress.doit.wisc.edu/
https://cypress.doit.wisc.edu/


Requesting Access to Cypress 

Fill out the form: 
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Name 
 Email Address 
Campus Login ID 
Which Cypress Inbox are 

you requesting access to? 
 You Computer Name  
Do you need to run 

reprints of Tax Forms?  
 

After filling in this 
information, go to the 
“Approval” section at the 
bottom of form… 

 



Requesting Access to Cypress 

Fill in the “Approval” information and Submit: 
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 Instructions for installing Cypress can be found at 
http://kb.wisc.edu/page.php?id=4912 

 

  OR - Go to the Cypress website: 
(https://cypress.doit.wisc.edu/) 

 Scroll down the web page to the 
Installation Instructions  
                       (as seen here)  

 When your access is approved, 
you will receive an email with 
your Cypress User Name and 
Password 

Installing Cypress 
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http://kb.wisc.edu/page.php?id=4912
https://cypress.doit.wisc.edu/


Logging Into the Cypress Inbox 

 Go to the Cypress website: (https://cypress.doit.wisc.edu/) 
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Click on the 
“Inbox” button  
to access the 
Cypress Inbox 

https://cypress.doit.wisc.edu/
https://cypress.doit.wisc.edu/


Logging Into the Cypress Inbox 

 You will see the logon page: 

                  

9 

NT Domain is 
cypress 

 Enter your 
Cypress User 
Name and 
Password 

Click on the 
“OK” button 



Logging Into the Cypress Inbox 

 You will see the logon page: 
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NT Domain is 
cypress 

 Enter your 
Cypress User 
Name and 
Password 

Click on the 
“OK” button 



Finding HRS Reports in the Inbox 
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Cypress Inboxes are 
listed on the Left  Pane 

Cypress Inboxes have folders for 
each module – report output will 

be in folders 

Inbox reports are listed  
here with date created 

Select a report – report 
preview is here 

Selected report can be printed, 
emailed, or faxed 



Enhancing Report Clarity in Cypress 
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There are Options settings in 
Cypress that help make the 
report font easier to read: 
 
Right-click in the left-hand 

pane that contains the 
report folders 

 Select the “Options…” menu 
item 

 The Options window will 
pop up… 
 



Enhancing Report Clarity in Cypress 
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 The "Font Loading" option 
should be set to "Always Use 
Local Font“ 

 The "Image Display Quality" 
should be set to "Prefer 
Quality for Zoom-out“ 

Click "OK" to save changes.   
 



Enhancing Report Clarity in Cypress 
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Use the "Fullframe" button to maximize the report viewing window.   
 
Click on the "Fullframe" button to the right of the screen, above the 
report viewer.  The report viewing window expands to make the 
report easier to read. 
 
Re-click the “Fullframe” button to return the viewing window to its 
original size. 



Enhancing Report Clarity in Cypress 
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Use the Zoom Tools to zoom in (or out) and use the scrollbars (to the 
right and below the report) to minimize the white space on the top 
and left of the screen… 



Enhancing Report Clarity in Cypress 
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Using the “Pin” tool: 
 
Once you have the zoom set and have scrolled to minimize the white space on the top and 
left of the report, you can "pin" the report position (see the diagram on the next page). 
 
Create a “pin” on the report by double clicking on any location on the report.  When you do, 
you will see the "pin" and the horizontal and vertical "pin lines".   
 
"Pinning" the report in this manner does two things:  
 
1. Keeps the report “locked” in the same position when moving from page to page.   

 
2. The sections of the report above and to the left of the "pin lines" stay stationary.  You 

can scroll the “body” of the report up & down or left & right.  
 

This allows you, for example, to set the pin below the column headings and scroll up and 
down in the page while keeping the column headings visible.  



Enhancing Report Clarity in Cypress 
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The End 
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