Instructions for SFDPH Annual Compliance and Privacy Training Modules on the SFDPH Online Event
Registration System

Dear User,

There are two trainings and two documents to sign. One set is for Compliance and one is for
Privacy. You will need to do one at a time.

These instructions walk you through doing Compliance training first. Once you complete it, return
to Step #1 to do the Privacy training.

NOTE: The required training period is from July 1 — June 30 every fiscal year. You must complete
the training by June 30 of each fiscal year.

Steps:

1. Go to www.sfdph.org

2. Click “Training” tab (see upper right of screen).
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3. Select “Annual Compliance Training” and you will go to this page:

San Francisco Department of Public Health <« Login

Online Event Registration System

Home | Event Registration \ Shopping Cart \ Online Classroom | Training Materials| My Registrations

Online Event Registration System > Programs Offering Online Classrooms > List of Online Classrooms
Program: 3466

List of Online Classrooms
DPH [ The following courses are opened to DPH employees and contractors who are not covered by HealthStream or Halogen. |
Compliance Classroom Schedule #4  Event Name Dascription Date Deadline  Location # Completed View by Supervisor
Office This course is designed for ALL STAFF,

including CBOS, affilates and SFGOV

S o, Corolnce Tanwg,  IOBIEE W go ot et om0 g o
San Francisco, Enter Classroom 1626 Testing, and DPH Code of mea_fﬂ T that Gl oo g - 06/30/2015  Onine 8 7
CA 94103 Conduct Annal Management Staff have additional 06/20/2015
Tel.: slides at the end of the power point to

Fax: Teview.

4. Select “Enter Classroom” and you will go to this page:

LogIn

Username: |

Password:

Click here to receive your password via email.

New User? Please click one of the buttons belpw. Please note: If you are 2 DPH employee, you must register an account under DPH Employees if you consider to receive course credis.

| DPH Employees || Nan-DPH Users (Contractors, etc.) |

a. If you cannot remember your Username or Password (and you have previously
registered), click “Click here to receive your password via email.” You will then be
asked to provide your email address.

b. If you do not receive your User name or Password, call (855) 729-6040 for assistance.
*¥*%*%*DO NOT CREATE A NEW ACCOUNT******

c. Login (enter your username and password). Go to Page 3, Step #8.


http://www.sfdph.org/

INSTRUCTIONS FOR FIRST-TIME REGISTRATION

5. If this is your first time using the Online Event Registration System, click “DPH Employees” or

“Non-DPH Users (Contractors, other CCSF employees etc.).”

LogIn

Username: |

Password:

Click here to receive your password via email.

New User? Please cick one of the buttons below. Please note: If you are 3 DPH employee, you must register an account under DPH Employees if you consider to receive course credfts.

DPH Employees | [ Non-DPH Users (Contractors, efc.) |

Provide your registration information, then choose “Create My Account”.

San Francisco Department of Public Health

Online Event Registration System

Online Event Registration System > Register Account

Register Account

Please choose your username and password to register with us and DOUBLE-CHECK YOUR EMAIL ADDRESS before you s

Be sure to provide a valid email address - this will be our primary means of communication with you during the appl;

EMPLOYEES, the general format of an email address is john.smith@sfdph.org
1D:

Username: *

Password: *

Last Name: *

First Name: *

Phone: *

E-mail: * (Example: john.smith@sfdph.org)

[ Create My Account ] [ Back to Previous Page ]

7. Select Department, Sub-Program, and Job Classification from drop-down menu. If you are not
a CCSF employee, or you cannot find the correct option, select “Unknown/Not Applicable.”

When you are done, be sure to select “Save Form.” Go to Page 3, Step #8.

San Francisco Department of Public Health

Online Event Registration System

Home | Event Regists

Online Event Registration System > User Account
User Account

Your registration or class enrollment will not be processed and recorded into our system unless the following mandatory information (items with asterisk) is con

database.

Username: Ibactad Activated: Y

Last Name: * BACTAD First Name: * LAUREN DSW #:
Department: * UNKNOWN/NOT APPLICABLE -

Sub-program (DPH-only): *  UNKNOWN/NOT APPLICABLE v (Select UNKNOWN/NOT APPLICABLE for non-DPH)
Job Classification: * UK - UNKNOWN/NOT APPLICABLE -

Other Title:

Address: City: Zip:
Phone: * (415) 283-8541 Fax:

Email: * lauren.bactad@sfdph.org (Example: john.smith@sfdph.org)

Supervisor's Name: Supervisor's Phone:

[ ®3saveForm || Add License/Certificate | Emai New Password To Me | [ Back to Shopping Cart |

License/ Certificate

Use the above "Add License/Certificate” button to add your license and certificate information.
no license/certificate entered

User Registrations
no registration found
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FOR ALL USERS:

8. After you log in, you will be taken to this page:

$am Francisco Department of Fublic Health & MARIA MARTINEZ Logout
Online Event Registration System

Home: | Event Registration | Shopping Cart | User Account | Change Password | Cnline Classroom |T.'-Einirg Materizls | My Registrations | Administration
Online Event Registration System > Programs Offering Online Classrooms > List of Online Classrooms > Online Classroom

Event Information

Schedule #: 1682
Event Name: SFDPH Annuzl Compliznce Training

This course is designed for ALL STAFF, incheding CBOs, affliztes and SFGOV employess who do not have access 1o Halogen or Heslthstrezm e-learning, Plezse note that Cliniczl 2nd Management
Staff have additionsl slides at the end of the power point to review,

Program: DPH Compliznce Office
C.E. Charges: 0

C.E. Units: [}

Deadline:  06/30/2016

Date: 07/01/2015 - 06/30/2016

Description:

| Back to Previous Page |

Reading Materials
Download Title ¥ Created On
| Download File |  Annual Compliznce Training Instructions  07/01/2015

| Downlozd File | SFDPH Anmezl Compliznce Training 07/01/2015

1-2
‘Order Information
Online Quiz Order #¥  Created Total OrderStatus C.EU. Enrcollment Type Date Completed Certificate
| Takethe Quiz | 55989 07/01/2015 30.00 Confirmed - Registration - Incomplete -

Electronic Forms
View And Sign Electronic Form Name  Status
| View | Code of Conduct Attestation  Signed

9. Select “Download File” for the “SFDPH Annual

City and County of San Frandisco

Compliance Training” and you will be taken to Page 1 ety
of the Compliance Training slides. READ EACH SLIDE @
CAREFULLY.

ANNUAL COMPLIANCE TRAINING

NOTE: This training must be completed before June 30" of each fiscal year

Compliance Hotlin 1-855-729-6040 toll-free

10. Once you complete the training, you will need to take the quiz. To do that, return to the web
page noted in Page 3, Step #8 (you can click the back arrow in the upper left hand corner- it
should still be open in your browser or you can start again at Step #1).

11. Select the “Take the Quiz” option, and you will be taken to this page:

San Francisco Department of Puh!ic Health MARIA MARTINEZ ¥ Logout
Online Event Registration System

Home | Event Registration | Shopping Cart | User Account | Change Password | Online Classroom | Training Materials | My Registrations | Administration
Online Event Registration System > Programs Offering Online Classrooms > List of Online Classrooms > Online Classroom > Knowledge Testing

Knowledge Testing

For each of the following questions, choose the most correct answer by clicking on its radio button. Once completed, click on the "Submit Quiz" button to submit
your answers. All questions must be answered. Your answers will not be saved if you escape or cancel before finishing the quiz.

iD: 1
Question: The mission of the DPH Compliance Program is to:
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a. For each of the quiz questions select the most correct answer. After you select the
answer for each question, choose “Next Question” until you finish the quiz. ALERT:
Your answers will not be saved if you choose “submit quiz” prematurely or if you
escape or cancel before finishing the quiz.

b. Once completed, click on "Submit Quiz" to submit your answers. All questions must be
answered correctly. See which questions you did or did not answer correctly at the
bottom of the pop-up. If you fail, you will need to redo the quiz from the beginning.

F¥1415 DPH Annual Compliance Training, Testing, and DPH Code of Conduct Annual Attestation
Quiz Date: 05/11/2015 Time Elapsed: 2 minuteas)
Start Time: 10:29AM End Time: 10:31AM
Total Questions: 12 Minimum Score: 12
Questions Answered: 12 Unanswered: 0
Incorrect: 0 Your Score: 12
Congratuations, you may now download and print this certificate for your own reference.
Back to Previous Page ,I

12. SIGNING (ELECTRONIC) AGREEMENTS: Return to the web page noted in Page 3, Step #8.

a. COMPLIANCE AGREEMENT: click “View and Sign” for the “Code of Conduct
Attestation.” Read carefully, select “Accept” to electronically sign this form.

b. PRIVACY AGREEMENT: click “View and Sign” for the “User Agreement for
Confidentiality, Data Security and Electronic Signature.” Read carefully, select
“Accept” to electronically sign this form.

13. PRINTING CERTIFICATE OF COMPLETION AND ELECTRONICALLY-SIGNED FORMS: You may
print your Certificate(s) of Completion and the electronic signature form(s) for your files
and/or give a copy to your supervisor.

14. PLEASE NOTE: To receive the Certificate(s) of Completion you must pass the quiz with 100%
accuracy and electronically sign the applicable form(s). If you do not sign the electronic
signature form(s), your status for completion will indicate “Pending” until the form(s) are
electronically signed.

15. Once you complete the DPH Compliance training, return to Page 1, Step #1 to do your DPH
Privacy training.
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