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Accessing HBS Outside UCSF

This job aid explains the procedures for accessing the HBS payroll system from outside the
UCSF network (for example: at home, on vacation).

Requirements

Personal Computer (PC) users need to have:

* Internet access

= An active UCSF network and password

* An active HBS user ID and password

= Microsoft Internet Explorer web browser (Firefox is also acceptable)

Apple Macintosh users with proper user IDs and passwords can also access the HBS system

provided they use the Firefox browser. Apple’s web browser (Safari) is incompatible. There is
no version of Microsoft Internet Explorer for Mac OS X available.

Instructions

1. Enter the HBS URL.: https://hbsweb.ucsfmedicalcenter.org/tpweb/ on your browser screen
Address field, press Enter.

The following dialog box displays.

Security Alert @

y’i“l Infarmation you exchange with this site cannot be viewed or
?. changed by others. Howewver, there is a problem with the site's
. security certificate.

& The security certificate was issued by a company vou have
not chosen to trust, Yiew the certificate to determing whether
you want ta trust the certifving authority.

o The security certificate date is walid

& The name on the zecurity certificate iz invalid or does not
match the name of the site

Do you want to procead?

e [ Mo ] [ Wievs Certificate ]

2. Click on the Yes button.
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The HTTPS Authentication screen displays, this screen is used to log into the UCSF network.

Address @l] https:/hbsweb.ucsfmedicalcenter .orgfpweb/frames.asp b a Go

(5‘@ Y.’ M £'| Search Web |- | CAMail - &My Yahoo! s \Weh assistant @@
&

HTTPS Authentication
Username:

Password:

3. Complete the Username and Password field using the same User ID and Password you use
when logging into Windows at work. (The User ID is usually your last name, first initial, the
password is unique password you created for network access), click on the OK button.

IMPORTANT!

If the following dialog box displays after you click on the OK button, you have entered an invalid
network logon and/or password. Click on the DONE button to re-enter your logon information.

A https:/164.54.44.13... 2| 0 [X]

Please re-enter your username
and password. If repeated
failures occur, please contact
our CSC at 415 514-4100,
option 1.

Authentication Failed !

=3

&) S @ Internet
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After you successfully logon, the following dialog box displays.

Security Alert X
ri‘l “iou are about to leave a secure Intermet connection. 1t
i

will be possible for athers to view information pou send.

Do pou want to continue?

[ In the future, do not shaw this warring

Mo ] [ Hore Info

4. Click on the Yes button.

The following dialog box displays.

Security Alert X
Information you exchange with this site cannaot be viewed ar
o]

changed by others. However, there iz a problem with the site's
security certificate.

e The security certificate is from a tusted certifying autharity.

& The zecurity certificate has expired or iz not pet valid

The security certificate haz a valid name matching the name
of the page pou are tring ta view.

Do you want to proceed?

Il Yes l [ Mo ] [ View Certificate

5. Click on the Yes button.

The HBS TP PROD Time Suite screen displays.

Address | ] https://hbsweb, ucsfmedicalcenter orgApweb /default asp hd Go
wio Yt - @" Search Web |- || EMail -~ My Yahoo! »  Web assistant @

TP PROD Time Suite

Please enter your Logon ID and Password

Logon ID: |

Password:

(50 (o)

6. Complete the Logon ID and Password field using your HBS Logon and Password (not your
network logon information), click on the Log On button.

Learning Services Page 3 of 4 July 3, 2008



HBS
Accessing HBS Outside UCSF

You have now entered the HBS system and can perform all of the HBS functions you can
normally perform while at work.

7. When you have finished using HBS, click on the Log Off link to close HBS. If appropriate,
close your browser window.

OBack - e - ﬂ ﬂ h;\J /._“Search H;W‘T'I"Fam'ites {?\‘ 'v 28

Address | €] bitps:/lhbswebltpweblframes. asp

Employee Tasks

o
. & e Timeshest  Leave Requests  Balances esword  Cost Center Favorites

\
E

‘.b -

e S

[P PRTRET 0472002006 - 05/03/2008 (Open) B1 | .@

Questions about this job aid or HBS?

Please contact your payroll representative. HBS displays a listing of contacts with their
telephone numbers and email addresses when you logon.
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