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How to Access the SF
Employee Learning Portal

A Quick Guide for UCSF Faculty, Staff, andTrainees at ZSFG

SF Employee Portal
Employee Login

- Use Firefox, Microsoft Edge, or Chrome

Reminders - Turn Off Pop-Up Blockers
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Visit: https://zsfg.ucsf.edu/sflearn

Home > Resources > Annual Learning Training

View Edit Delete Revisions

Annual Learning Modules and Compliance & Privacy Training

Annual Learning: Launching June 12, 2025 | Compliance & Privacy: Launching July Ist

LEARNING LOGIN

Annual Learning Dates Compliance & Privacy Training Troubleshooting
Tips

Projected Launch and Completion Dates: Restart your computer before you login to the SF Leam Platform
6/12/2025 - 12/12/2025 Clear your internet browser history (cache) a few times
Allow the videos in each of the learning modules to play in its entirety

Log-in and access the trainings using the pathways instructed on the

Compliance & Privacy Dates “DPH Compliance and Privacy Trouble Shooting Guide"

Projected Launch and Completion Dates:

7/1/2025 - 9/30/2025

Step 1
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CCSF Login Page
If you know your POI# and Password, skip to

Step6
TG

— 3 A

% - Enter UCSF POI#

Contact: Department Manager/ Champion or
H' Trainee Administrator for Assistance

CITY ARMD COURMTY
OF SAN FRAMCISCO

bSW#, POI# or Username X H I- ii k 3 Enter Password

First Time User?
Contact DPH IT for temporary password,628-206-7378

Fassword

h

m—== Previous User and Forgot Password?
BELR Select ‘Forgot your password?’ link

Accept the City and County of San Frandsco
Terms of Service and Privacy Policy

Agree & Sign In

Forgot your password? p i ,
- Select ‘Agree & Sign In

IF you entered both POI# and Password

First time reqistration for Retirees or SFLSD

2
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Forgot your password¢ Page

Forgot your password?

Enter username for password reset,

DEW or POI# or LISERMAME

- Enter your UCSF POI#

- Select ‘Submit’

Submit

Qr

Back to login
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Verifying Secure Code

Please enter secure code sent to 14000000298

Secure code

- Enter Secure Code from Phone

- Select ‘Verify’

Back to login
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Reset Password Page

Reset Password

Your Password rmust have at least:

O 10 characters

O One numeric character
O Cne uppercase character
O One lowercase character

O Cne spedial character

O Mew & confirm password must match

Should not contain first. last or user name
Previous 7 passwords are disallowed

MNews Pdssword

Caonfirm MNew Password

New Password Guidelines:

- 10 characters

- One numeric character

- One uppercase character

- One lowercase character

- One special character

- New & confirm password mustmatch

Select “Submit’

Step 5
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CCSF LoginPage

z [

CITY ANMD COURTY
OF SAN FRARCISCO

- Enter UCSF POI#

bSW#, POl# or Username

Password

- Enter Password

Accept the City and County of San Francisco
Terms of Serwice and Privacy Policy

- Select ‘Agree & Sign In’

Forgot your password?

First time registration for Retirees or SFLISD
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Verifying Secure Code

.:-.' = Ly £ gt IE.

4
Tl

(ot

Verifying Secure Code

Please enter secure code sent to
1 ARCG002 98

Securé code

| - Enter Secure Code from Phone

L Trust this device far 30 days,

- Select ‘Trust this device for 30 days’

‘B Select ‘Verify’
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CCSF Dashboard Page

If you have logged onto this site previously, you may
be directed to Step 12

A A~ | Home / Deshboerd

/ Z Click the application tile you wish to access.

- - I y A

. L e
Se I ec M u Itl- Fa Ctor Remote York & MS IS Teams Email and Calendar CybersafeSF Advanced Home Security SF Employee Portal
Teamns Training

(To Add Additional

Layer of Security) now eﬁ* fal ?

SF Employee Portal DT ServiceNow SF GOV SF SecureShare Combined Charities
Suppart
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Multi-FactorPage

@ MyApps Welcome |

4 Dashboard Home / Multi Factor

[# change Password
Multi-Factor adds an additional layer of security to your account by using your mobile app, mobile number, non-City email or security questions to verify your identity. Once set up, other users cannot access your account even if

they guess your password. If you need to reset your password you can use Multi-Factor options to verify your identity.

0 Help
Mobile App Mobile Number (] Security Questions (Least secure)
& My Profile
=
T . Not Configured D 14X0KXXX298 O Not Configured
ogoul
Configure Remove Configure

Please configure any 2 out of the 3 options
(i.,e. Mobile App, Mobile Number, or Security Questions)

Multi-Factor adds an additional layer of security to your account by using your mobile app,
Mobile number, non-City email or security questions to verify your identity. Once set up, other
Users cannot access your account even if they guess your password. If you need to reset your
Password, you can use Multi-Factor options to verify youridentity.
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CCSF Dashboard Page

Home [ Dashboard

Click the application tile you wish to access.

Sl - % = z

e Help

Remote Work & MS MS Teams Ermail and Calendar CyberSafesSF Advanced Hame Security SF Employee Portal
Teams Training

& - 4
v
SF Employee Portal DT ServiceMow SF SecureShare Caombined Charities

Support

Choose ‘SF Employee Portal
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SF Employee Portal

@ SF EMPLOYEE PORTAL

: HOME  SIGNOUT

HOME  EMERGENCY RESPONSE

USER ACCESS & SUPPORT

€ MY BENEFITS

/

DO NOT Selegt ‘My Learning’ option x @ MvLEaRNING

E=8 MY LINKS

View reported
time and pending
approvals for
time and
expenses directly
from the Portal!

Check out the
enhanced MY Time
slideout and new MY
TO-DOS tab with
alerts...

A\ aierTs

select ’WorkLinks’>

then g SF LEARNING

3 wr rormsmon

MY PAY

& MY BEREFTTS

e

(= ;SF OPEN BOOK

¥ FAVORITES
Anne Shirley
15 4 Pinizal
o v seeGmen_ v
[ schasulad: 80,00 Hows ‘Aeparted to Date: $0.00 Hours Approved: Ko |

Sy 772672420

Manday 0727/

T 02200

sneanss o0 ol

VIEW NEWS ARCHIVE

Step 11
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SF Learning Platform Page

e

¥ Learning

»
Jo!
*
@

R | & %

Learning Catalog My Learning User Support

Select ‘My Learning’
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#2

My Learning Requirements Portal: Current

#1 < Leaming My Learning
» | My Learning | Current Planned History
¥ Certification Status Current Learning
& Leaming Plans v
i Add Supplemental Learning Cybersecurity Training
Web-based Traning Arrows #1, #2, and #3: Ensures you are in the
K Enolled 8N ‘Current’ Tab of the ‘My Learning’ section to view
all required trainings and to select ‘Launch’ to start
a training.
# 3 Launch

Select the title of the module to start a
requirement. Do NOT select 'Launch’
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Recommended: Take Screenshots

Cybersecurity Training : HelprI Tip
J— o Take screenshots when completing a module &

@ =N requirement, in case the system does not
automatically record completion.

Congratulations! You have finishad the module. Refurn ta the home screen fo confinue:

Cybersecurity Training

10% C

P

& By &

Pepensv

Home

Data Security Social Networks Conclusion

Browsing Safely Email and Phishing

| compicied |
Home

Congratulations! You have completed the course. You may review the modules or exit the course

e l: an

Browsing Safely Email and Phishing Passwaords Data Security Social Networks Conclusion

s $EeEm BEmlm Em O  Em EIIm
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%

< My Learning

#1

»
>

=~ My Learning

£ Certification Status

5~ Leaming Plans

Hi Add Supplemental Learning

Step 15

My Learning Requirements Portal: History

My Learning

Current Planned

Learning History

-

#3

Cybersecurity Training DPH Annual Compliance and Priv... ZSFG General Orientation

Classroom

Web-based Training
= Completed on 23 Dec 2019

Web-based Training
= Completed on 05 Feb 2020

= Completed on 24 Aug 2020

#2

Launch | Print Launch | Print Print

Arrows #1, #2, and #3: Ensures you are in the ‘History’ Tab of the ‘My Learning’ section to verity the system
recognizes completion of the Cybersecurity Training.
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Congratulations!

You have successfully logged into the SF Employee Portal,
~ launched the My Learning application, and completed the
Annual Cybersecurity training!

S5F Employee Portal
Employes Login
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THANK
YOU!






