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How to Access the SF
Employee Learning Portal

A Quick Guide for UCSF @ ZSFG Employees and Trainees

SF Employee Portal
Employee Login

- Use Chrome or FireFox Web Browsers

Reminders - Turn Off Pop-Up Blockers
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Gan Francisco

Visit: https://zsfg.ucsf.edu - Resources - 2020 Annual Learning

Home > Resources = 2020 Annual Learning

2020 Annual Learning Modules and Compliance & Privacy Training

Starting August 2020, all UCSF Faculty, Staff, and Trainees at ZSFG will be able to complete the required

online Annual Learning Core Modules, Compliance & Privacy, and Workplace Violence Prevention Training Resources
Training is mandatory to all DPH and UCSF faculty, siaff and trainees who work at ZSFG or with DPH General Resources
patients or data
The topics covered are required by federal and state law, regulatory agencies, and ZSFG policy and Conference Rooms & Calendars
procedures and support ZSFG's goal to continuously improve patient care outcomes, promote patient and
employee safety, encourage employee self-development, and serve the public Computing & Network Services
. . Forms
New in 2020 Getting Started
All trainees (students, residents and To access the SF Learning platform and your Transportation & Wayfinding
fellows) are required to complete the following assigned trainings, you will need:
assignments in their online SF Leaming
platform: - Your POI # (your Username): contact Research
Depariment Manager / Champion or
= 2020 Annual Leaming Core Modules Trainee Administrator » 2020 Annual Learning
= DPH Compliance & Privacy Training = SF Leaming Portal Password: contact
DPH IT Support, (628) 206-7378 WARM Hearts

= Workplace Violence Prevention
Training Quick Guides:
HOW TO ACCESS SF EMPLOYEE

2020 ANNUAL LEARNING LEARNING PORTAL

ASSIGNMENTS (COMPLETE LIST)

HOW TO TURN OFF POP UP
BLOCKERS

Assignments on list should match
assignments in the system. Other
assignmentis provided are based on job title
and department services.

= Preferred Web Browser: Chrome or Firefox

Sefect Link



https://zsfg.ucsf.edu/
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CCSF Login Page
If you know your POI# and Password, skip to Step 6

MBS - Enter UCSF POI#

B Contact: Department Manager/ Champion or
I Trainee Administrator for Assistance

CITY & COUNTY
OF SAN FRANCISCO

- Enter Password

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

bSW#_ POI# or Username

Password

i it et i Previous User and Forgot Password?

| o = Select ‘Forgot your password?’ link

Forgot your password?

5 .l_\-\‘\-:k"'r'
- “\&{\%&s\“\\\\\\\k "‘,_‘w

=M. " - Select ‘Agree & Sign In’
Tl IF you entered both POI# and Password
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Forgot your password? Page

Forgot your password?

Enter username for password reset,

DSW or POl# or USERNAME

3 e
: :\\k&“‘\%‘:&\{*\\m\m

Step 3

Enter your UCSF POI#

Select ‘Submit’
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Verifying Secure Code Page

F

&

=i s i
¢ e S v i

TR

- Enter Secure Code from Phone

Verifying Secure Code

Please enter secure code sent to 140X 298

- Select ‘Verify’
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Reset Password Page

Reset Password

Your Password must have at least:

O 10 characters
O One numeric character

O One uppercase character

[ One lowercase character

O ©One special character

O New & confirm password must match

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

New 3.‘:{ ssword

Confirm New Password

Step 5

New Password Guidelines:

- 10 characters

- One numeric character

- One uppercase character

- One lowercase character

- One special character

- New & confirm password must match

Select ‘Submit’
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CCSF Login Page

- Enter UCSF POI#

CITY & COUNTY A e
OF SAN FRANCISCO

- Enter Password

t-S\;'u’*-‘ POI# or Username

Password

Accept the City & County of San Francisco
Terms of Service and Privacy Policy

| > j - Select ‘Agree & Sign In

Forgot your password?

) e
LRy

~%
A

.
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Verifying Secure Code

T

o

e R

- Enter Secure Code from Phone

o *,r 4 Verifying Secure Code

Please enter secure code sent to

T4XXKKKK298

- Select ‘Trust this device for 30 days’

56&.’!’4’ code

(] Trust this device for 30 days.

.. o Select ‘Verify
Did not get the code? Resend code o S
Or

Use an alternative MFA method
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CCSF Dashboard Page

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

Mashhnan

Glick the application tile you wish to access.

| B ﬁ Iﬁ m L

© lep
Remate Wark & MS MS Teams Cmail and Calendar CybersafesF Advanced Home 5F Employee Portal

Seject ‘Multi-Factor’ [Py s

[ 1 ogout s.g'??:§?‘ Haart of the Gity
now Eh@ ?

SF Employee Portal DT ServiceNow SFGOV Combined Charity
Supporl

o Add Additional
Layer of Security)

Step 8
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Multi-Factor Page

@ MyApps = Welcome |

{ Multi Factor

A Dashboard Home

E': 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.

9 Help
- Mobile App Mobile Number (] Security Questions (Least secure)
& My Profile
® Logout .E Not Configured D 14XXXXXX298 O Not Configured
o0go

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 your identity.
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Step 10

CCSF Dashboard Page

Click the appication (e you wish to access.

P M Facke ﬁ * ﬁ z
7] Help

Femote Work & M3
Trams Training

W3 leams Emai and Calendar Cyberatest Advenced home

Socairity

3F Empleyee Portal
& Wy rrofie

L] Logout -I ) I ;_"5"'@";'& T
B - § @ 1T
11} |11} ...‘fé
SF Empluyee Forlal DT Sarvicehuw SEGOV Combined Chiardy
Support

- Choose ‘SF Employee Portal’
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Step 11

SF Employee Portal

SF EMPLOYEE PORTAL |:| HOME  SIGNOUT

HOME  EMERGENCY RESPONSE  USER ACCESS & SUPPORT ¥ FAVORITES

1 MY INFORMATION

View reported

- ; MY PAY T

€ My BENEFITS time and pending : seec G %
approval s for @ MY TIME Scheduled: 80.00 Hows Reparted to Date: £0.00 Hours Appraved: Ho |
time and T T
expenses directly pREE—

@ v iLEAmIING

from the Portal!

Surday 07/26/2020

Mertay 91/2172650

DO NOT Select ‘My Learning’ option

Tuesdzy 07/282020

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

Wiesdsesstay 872073838

Toursay 0730/2020

Fiikay 0,/31,2820

uint &80 A
VIEW MEWS ARCHIVE

EEn MY LINKS

MY TO-DOS

Select “Work Links’ WORK LINKS

then 9 SF LEARNING @ SF OPEN BOOK
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SF Learning Platform Page

¥ Learning

O I

Learning Catalog My Learning User Support

Select ‘My Learning’
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#2

My Learning Requirements Portal: Current

L]
#1 < Leaming My Learning
- © My Learning | Current | Planned | History
£ Certification Status Current Learning
F~ Learning Plans v
4 Add Supplemental Learning Cybersecurity Training
Web-based Training Arrows #1, #2, and #3: Ensures you are in the
K Envolled ‘Current’ Tab of the ‘My Learning’ section to view
all required trainings and to select ‘Launch’ to start
a training.
#3 Launch

Select ‘Launch’ to start required training
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Recommended: Take Screenshots

s 4 Compn Take screenshots when completing a module &
@ = & - requirement, in case the system does not
— automatically record completion.
Congratulations! You have finished the module. Return to the home screen fo continue

Cybersecurity Training

10% Completed

RO

(7 ] x

Prrenst

Home

Browsing Safely Email and Phishing Passwords Data Security Social Networks Conclusion

| compicted |

Home

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

Browsing Safely Email and Phishing Passwords Data Security Social Networks Conclusion
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Step 15

My Learning Requirements Portal: History

11 < My Learning My Learning
> A Curent | Pianned [History ¥
i Certification Status Learning History
i Learning Plans z= =N #3
“r. Add Supplemental Learning Cybersecurity Training DPH Annual Compliance and Priv... ZSFG General Orientation

Web-based Training

Web-based Training
= Completed on 24 Aug 2020

Classroom
[ Completed on 05 Feb 2020

[E Completed on 23 Dec 2019

#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.




l_K}SF N ZUCKERBERG
SAN FRANCISCO GENERAL
Lirival i

Hospital and Trauma Center

Congratulations!

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

SF Employee Portal
Employee Login
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THANK
YOU!
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