CTSI New Employee Orientation Checklist


	
	ACCOUNTS Activated
	Source/Enrollment
	Contact/Additional Info

	Completion Date
	
	
	

	
	UCSF
	 
	 

	
	UCSF ID Badges & Fingerprinting
	For instructions and to schedule appointment:

http://police.ucsf.edu/index.php?/ID-Cards/
(make sure DPA and Fund number have been input into We ID system)
	Rochelle Bouvoin (in HR) rochelle.bouvoin@ucsf.edu
 415-514-8515

UCSF We ID program

Milberry Union West, G-18

415-476-2088

	
	HBS Timekeeping
	 https://hbsweb.ucsfmedicalcenter.org/tpweb/default.asp
	 Supervisor

	
	IT
	 
	 

	
	MyAccess
	http://its.ucsf.edu/idm/myaccess/help/get_myaccess.html
	

	
	STOR
	Complete STOR/CDS application form at: http://hims.ucsfmedicalcenter.org.  
	Call 353-2189 to schedule training

Location: China Basin Landing 

185 Berry St., 2000

	
	Webcamp
	Website: 
https://webcamp.ucsf.edu/sourcecode/login.cfm?RootPathURL=https%3A%7C%7Cwebcamp.ucsf.edu%7Csourcecode%7C


	Mark Ayres

502-7563

ayresm@gcrc.ucsf.edu

	
	UCare
	 
http://hims.ucsfmedicalcenter.org/stor/index.htm


	 Supervisor

	
	WarnMe
	http://registrar.ucsf.edu/new-students/warnme
	

	
	SFGH
	
	

	
	ID Badge
	Complete and submit following forms:

http://sfghed.ucsf.edu/Education/MedStudents/CHNUserIDRequest.pdf
http://www.sfdph.org/dph/files/HIPAAdocs/PrivacyPolicies/Form-ConfidSecElecSigAgrmnt06252010.pdf
http://medschool2.ucsf.edu/files/sfgh/downloads/pdf/HealthStreamAddUC2011.pdf
	Return CHN Form and Confidentality agreement to Hector Vizoso

hvizoso@sfghgcrc.ucsf.edu 

Return Healthstream form to:

Moriah Hart, Box 0809

Mohart@sfghdean.ucsf.edu
fax: 285-2037


	Completion Date
	TRAINING
	Enrollment/Source
	Contact/Additional Info

	
	Essential
	 
	 

	
	CITI Training (online)
	Instructions:  

http://research.ucsf.edu/chr/Train/chrTrain.asp
Training module: https://www.citiprogram.org/default.asp
	  Additional Human Subjects Training can be found on the HUB at http://clinicalhub-dev.ucsf.edu/human-subjects

	
	IMedRis (online and classroom)
	Registration for classroom training: 

http://www.research.ucsf.edu/chr/iMedRIS/Training.asp#person
Online training: https://learningcenter.ucsfmedicalcenter.org/
To request iMedRIS account: 

https://myaccess.ucsf.edu/eai/UCAlias/jsp/newuser.jsp
	  Additional iMedRIS training information can be found on the HUB at http://clinicalhub-dev.ucsf.edu/imedris-0

	
	APeX (online)
	Training: http://learningcenter.ucsfmedicalcenter.org/
Account:  

1) Submit  Supervisor approval form to: Laura.bianchini@ucsfmedctr.org or Fax 353-2498
2) Complete http://accountrequestform.ucsfmedicalcenter.org.  
	

	
	Med Center & Others
	 
	 

	
	Medical Center Annual Safety Training (online)


	 http://learningcenter.ucsfmedicalcenter.org/
	 

	
	Infection Control of Ancillary Staff (online)


	 http://learningcenter.ucsfmedicalcenter.org/
	 

	
	Research Billing (classroom)
	 Register at:  http://learningcenter.ucsfmedicalcenter.org/
	Classroom: 3360 Geary Blvd, Room 241

	
	Research Online (online)

    
	http://learningcenter.ucsfmedicalcenter.org/
(   Bloodborne Pathogens            (    Asbestos Awareness

(    Safe Shipper – Biohazards      (    Liquid Nitrogen Safety

(    Office Safety                             (    Fire Safety

(    Ergo: Back Safety                     (    Office Ergonomics
	 

	
	Occupational Health
	 http://www.occupationalhealthprogram.ucsf.edu/ohpClin.asp#Pre
	Appointment: 415-885-7580  

Location: 2330 Post St, 460

	
	Petty Cash Payments
	To set up account, request a Petty Cash Forms Packet

 from Storehouse or contact Campus Cashiering Coordinator
	476-460/476-8878 

Box 0812

	
	HR
	 
	 

	
	New Employee Orientation

(2 hrs; offered monthly)
	https://learningcenter.ucsfmedicalcenter.org
	

	
	UCSF Benefits Overview 

(2 hrs; twice a month)
	 https://learningcenter.ucsfmedicalcenter.org
	

	
	SFGH
	 
	 

	
	Orientation (classroom)
	(  New Staff Orientation (one day) 
(  Safety Management and Response Technique (SMART) (0.5 day)

(  Device Training (0.5 day)
	Hector Vizoso, RN-BC 

SFGH, Unit 5B

CTSI Clinical Research Center 

hvizoso@sfghgcrc.ucsf.edu 

Phone: 415 206-3317

	
	IT
	
	

	
	RedCap (classroom, 1.5 hours)


	For access, complete “MyResearch Add New Users Request Form,” 

https://redcap.ucsfopenresearch.org/surveys/?s=V6hzLb
	For training information,

contact Kimberly Romero 

or 415-476-5768

	
	MyResearch (1.5 hours)
	 http://its.ucsf.edu/main/projects/myresearch.html

	IDR (Integrated Data Repository-MyResearch): a secure data warehouse for use by researchers  

	
	Cohort Selection Tool (1.5 hours)
	  http://ctsi.ucsf.edu/news/archive/4417
	 

	
	Cancer Center OnCore


	For account: http://onsemble.net/index.php?option=com_facileforms&Itemid=74
Videos:  https://oncore.ucsf.edu/smrs/jsp/login.jsp
	For class schedule: 

Natalie Jeha

jehan@cc.ucsf.edu
 415-476-9208 phone


