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Overview 

This Work Instruction provides guidance on how to update your profile in the RSHQ Portal.  

Note: Bold words in the text refer to field, link, and button names within the Portal.  

Prerequisites 

You must have an account in your name before you can update your profile information in 

the Portal.  

Procedure 

1. Once you have logged in, select your name at the top right of the toolbar and select 

Profile.  

 

2. This will take you to your Profile page where you can view and update your details. 

You have the option of adding a Preferred Name and your Business Title. 
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RSHQ will use the Correspondence email and the Preferred contact number as 

the primary contact methods. The Alternate email will be used if RSHQ can’t reach 

you through the Correspondence email.  

For example, if you work at 5 different sites with different email addresses, it is 

recommended that you use the most commonly used email address as the 

Correspondence email and one of the other email addresses as the Alternate email 

address. 

Update fields as required and click Update. 

 

3. A confirmation message will display confirming that your update has been saved. 

 


