
Select the “HR Portal Access” tile in
the HR Portal

How to Submit a HR Portal Access
Request in the HR Portal
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NEED HELP? Email HR at RCUH_HRIS@rcuh.com

Select “Click here to submit a HR
Portal Access Update”2

If previous HR Portal Access requests have been submitted,
they will appear below this search menu
The Search Filter can be used to find previous requests by
Distribution Code (DC), status, etc.

Search for the Distribution Code that
needs to be updated3

Enter the DC number in the search bar and hit the “Enter”
key on your keyboard, or use the magnifying glass to select
the DC 
The current user listing of that DC will appear here once
the DC is selected

mailto:RCUH_HRIS@rcuh.com


Possible Actions:
1.Add New User

a.Utilize the “Add New User” button
2.Update Access Level

a.See the guide Understanding Access Types &
Functions for more information about the different
roles on a DC

3.Update Application Access 
a.“All” grants access to all functions in the HR Portal,

while “Time Only” grants access to only eTimesheets
4.Update Primary/Secondary eTimesheet Approver

a.Only the Principal Investigator or Supervisory
Authorities on a DC can hold this delegation

5.Remove User
a.Utilize the checkboxes in the “Remove Access” column 

Review the current user listing of the DC and make
updates as needed
Enter in the Requested Effective Date for the update

RCUH HR aims to finalize the update by the requested
effective date, but reserves the right to change this if
necessary

Make updates to the current user
listing of the Distribution Code
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Review & Submit5

Review all requested changes and select the “Submit for
PI Approval”
Review the audit trail confirming the date & time of the
submission at each level
The status of the request can be viewed in the HR Portal
Access menu
RCUH HR will review/approve the request, and an email
will be sent to the users on the DC once finalized

https://www.rcuh.com/document-library/3-000/hr-portal/understanding-hr-portal-access-types-and-functions/
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