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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 - Covered Services
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

Training assignment request form
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To submit a Training Assignment 
Request form to the UC Learning 
Center, navigate to the Human 
Resources homepage.

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

2.	 The HR Service Request portal 
opens, click the Submit a Request 
button.

3.	 The HR Service Catalog will display, 
select the UC Learning Center UC Learning Center 
RequestsRequests from the categories 
menu.

4.	 Select the UCLC Training 
Assignment Request form.

Note: Use this form to request a 
campus or organizational-wide 
training assignment.
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UC LEARNING CENTER REQUEST
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UcR staff

Training assignment Request form

5.	 The UCLC: Training Assignment 
Request form will open.

6.	 The first half of the form is auto-
populated with the Requestor’s 
information. 

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

8.	 Enter the Assignment Owner. This 
is the department or organization 
responsible for the training 
requirment and related policy and 
processes.

9.	 Click the checkbox to Confirm 
Authority to Assign: By checking 
this box, you are confirming you 
have the authority or approval 
to require this training of the 
intended audience.

10.	 Enter the Activity/Activities to be 
assigned.
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UC LEARNING CENTER REQUEST
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UCR staff 

training assignment REQUEST FORM

UC LEARNING CENTER REQUEST

11.	 Provide the Assignment Audience 
(e.g., Title Code 4722 - Blank Ast 3 in 
ORG 39) See Job Aid

12.	 Enter the Desired Assignment Start 
Date. Leave blank if it’s ASAP.

13.	 Indicate Grace Period: When 
should activity be completed after 
assignment (e.g., within 30 days)

14.	 In the Exception Request Process 
field, enter who should assignees 
contact to request an exemption 
from the training requirement.

15.	 Are Required Training Status 
Reports needed? Select Yes or No

16.	 The Required Information box 
will list the fields that must be 
completed for this request.

17.	 Use the Add Attachments icon at 
the bottom of the form, to attach 
files, documents or screenshots.

18.	 Finally, click the Submit Button. 
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Note: For Assignment Audience, 
if needed a list can be attached 
to the this ticket.

https://o365ucr.sharepoint.com/sites/UCRLMS/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FUCRLMS%2FShared%20Documents%2FGeneral%2FExternal%2FWebsite%2FUCLC%20Assignment%20Audience%20Rules%2Epdf&parent=%2Fsites%2FUCRLMS%2FShared%20Documents%2FGeneral%2FExternal%2FWebsite&p=true&ga=1
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request details screen
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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. 


