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Hr Service request portal

Human Resources Service Requests  
UcR Staff

HR Service Request Portal
The HR Service Request Portal is an online 
ticketing system used by Human Resources 
to provide customer support. UCR faculty 
and staff can use the service to submit a 
request for:

1.	 HR Communication & Design 
2.	 HR Covered Services - Concept Approval
3.	 EOD - Special Training

4.	 HR ePer and Performance Development

5.	 HR Admin - Catastrophic Donation

6.	 HR Admin - Catastrophic Leave

7.	 HR Admin - Rehired Retiree

8.	 HR Policy Request

9.	 HR Systems and Project Management

10.	 Talent Acquisition Campus Request

11.	UC Learning Center Requests
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UcR staff

TA CAMPUS RequestS form

TALENT ACQUISITION REQUEST

To submit requests for TALENT 
ACQUISITION, navigate to the Human 
Resources homepage.

1.	 From the HR homepage, select the 
HR Service Request option.

2.	 Next, in the HR Service Request 
portal, click the Submit a Request 
button.

3.	 The HR Service Catalog displays, 
select Talent Acquisition from the 
Categories menu.

4.	 The Talent Acquisition form 
displays, click the TA Campus 
Requests form tile.
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UCR staff 

TA CAMPUS REQUESTS FORM

TALENT ACQUISITION REQUEST

5.	 The Talent Acquisition Campus 
Request form will open.

6.	 The Requestor’s name is auto-
populated.

7.	 If requesting service on behalf 
of another person, click the X in 
the Requestor field and enter the 
name of the individual.

8.	 Enter Date Service Requested or 
click the Calendar icon to select 
the date. 

9.	 Next enter the Date Service Began. 

10.	 Then select the name of the 
Recruiter.

11.	 Enter the Recruitment Number. If 
none, enter 0.

12.	 Enter the Working Title, if none 
leave blank.
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NOTE: All fields marked 
with an asterick are 
required information.
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TA CAMPUS REQUESTS FORM

TALENT ACQUISITION REQUEST

13.	 Select the recruitment Category.

14.	 Click the Org field and select from 
the list. If none, select “None”

15.	 Click the Department field and 
select from the list. If none, select 
“None”.

16.	 In the Position Level field select 
one: 
•	 Academic
•	 MSP
•	 Office/Clerical
•	 PSS
•	 SMG

17.	 Next, select the Service.

18.	 Enter additional information if 
necessary, in the  Comments field.
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TA CAMPUS REQUESTS FORM

TALENT ACQUISITION REQUEST

19.	 The Required Information box 
will list the fields that must be 
completed in order to submit this 
request.

20.	 Attachments can be added to 
the form by clicking the Add 
Attachments icon at the bottom 
of the form.

21.	 Finally, click the Submit Button.
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ucr staff	 REQUEST FORM SUBMITTED

request details screen
Once the Request is submitted, the Request 
Detail screen will open. The Requestor 
will receive an email notification when a 
Request is submitted. The email will provide 
a link to access and track the Request. 

Information available in this screen includes:

1.	 The Request Item Number (RITM#) that 
has been assigned to this Request.

2.	 The Request Form Details submitted.

3.	 Add additional indivual(s) to this request 
with the Watch List option.

4.	 Use the Attachments option to include 
additional attachments to the Request or 
you can edit and delete any attachments 
submitted with the form.

5.	 Type and Send a message to HR 
Administration regarding this submission.

6.	 You can also access and track all 
submitted requests in your My Dashboard 
portal. 
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