Research Corporation
RCUH of the University of Hawai'i

I. Distribution Code Information:

‘Ahahuina Noi‘i O Ke Kulanui O Hawai'‘i

Human Resources Portal Access Form: Existing Distribution Code

DC Number:

Project Name:

Effective Date:

Submit via eUpload in the HR Portal
Form Instructions Here

II. Current User Listing: Screenshot the Listing & Upload Below (HR Portal > Reports > Distribution Code Listing > Search DC Number or Hit "Enter")

lll. Distribution Code Action:

eTimesheet Approvers (Pl or Supervisory) Primary:

Secondary:

Action

Name

Email

Phone

Access Type

Applications

New HR

Employer Portal User?

IV. Pl Signature/Certification: | hereby approve the users listed on this form to have access to Pl Signature:

this DC in order to perform the responsibilities of their respective roles. | will convey the

importance of these access types, duties, and responsibilities to the users listed that | have
granted access. | am ultimately responsible for certifying the accuracy and authenticity of all

transactions and time reporting, and am responsible for all employees under this DC.

RCUH HR Final Review:


https://www.rcuh.com/document-library/3-000/hr-portal-user-guide/how-to-fill-out-an-hr-portal-access-form-existing-distribution-code/
https://www.rcuh.com/document-library/3-000/hr-portal-user-guide/rcuh-user-acknowledgement/
https://www.rcuh.com/document-library/3-000/hr-portal-user-guide/rcuh-user-acknowledgement/
https://www.rcuh.com/document-library/3-000/hr-portal-user-guide/rcuh-user-acknowledgement/
https://www.rcuh.com/document-library/3-000/hr-portal-user-guide/rcuh-user-acknowledgement/
https://www.rcuh.com/document-library/3-000/hr-portal-user-guide/rcuh-user-acknowledgement/
https://www.rcuh.com/document-library/3-000/hr-portal-user-guide/rcuh-user-acknowledgement/
https://www.rcuh.com/wp-content/uploads/2024/06/Understanding-HR-Portal-Access-Types-Functions.pdf
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