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Overview 

This Work Instruction provides guidance on how to update the email address you use to sign 

in to the RSHQ Portal.  

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

Procedure 

1. Log in to the RSHQ Portal. 

2. Select your name at the top right of the screen, then Change Sign In email. 
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3. The Change Sign In screen will display. Select Change Sign In Email.  

 

4. Enter the current email address and password you use to log in to the Portal and 

click Continue.  

 

  



Work Instruction 
Updating your sign in email  

WI_IP_278_V1 Page 3 of 5 

 

5. Enter the new email address you would like to use to log in to the Portal and click 

Send verification code.  

 

6. Enter the verification code sent to the email address you entered at Step 5.  
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7. Click Verify code.  

 

8. Click Continue. 
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9. A success message will display, and you will be automatically redirected back to the 

login screen allowing you to log in using the new email address and your existing 

password. 

 

 


