
I. Distribution Code Information

Project Name (E.g. RCUH/Core Staff)
Requested Effective Date: Can request a future date, or
ASAP

How to Fill Out an 
HR Portal Access Form:
New Distribution Code
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Ensure that the PI has active accounts in the RCUH Financial
Portal before requesting the DC

If Yes, check the box and proceed with the form.
If No, stop and reach out to rcuh_accounting@rcuh.com.
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3 III. Distribution Code User Listing

II. PI Active in the RCUH Financial Portal?

Review Access Types within a DC
List the Primary and Secondary eTimesheet Approvers (note: only
the PI and Supervisory Authorities can approve eTimesheets)
The PI, and at least one Fiscal Administrator and one Supervisory
Authority are required. Fill out all of the user information fields
(note: additional users are optional; use page 2 as needed).
If indicating “Yes” under the “New HR Portal User?” dropdown,
the new user must sign the linked RCUH User Acknowledgement.

NEED HELP? Email HR at RCUH_HRIS@rcuh.com

4 IV. PI Signature/Certification

The PI must sign here to approve the users listed for their
DC, and to acknowledge responsibility of the DC and its
employees (note: no PI Change memo needed).

5 Submit Form to RCUH HRIS for Review

Email the completed form to RCUH_HRIS@rcuh.com
Attach additional required forms as needed 

https://www.rcuh.com/document-library/3-000/hr-portal-user-guide/hr-portal-access-form-new-dc/
mailto:rcuh_accounting@rcuh.com
https://www.rcuh.com/wp-content/uploads/2024/06/Understanding-HR-Portal-Access-Types-Functions.pdf
mailto:RCUH_HRIS@rcuh.com
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