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Employee Portal-External Guide

DO NOT USE FIRE FOX 

Accessing the employee portal 

l) Open your internet.

2) Type the following in your address bar:
www.doculivery.com/systems3000-RIH 

To log into the employee portal 

l) Enter your User ID.

2)   Enter your password.

If you don't know your User ID and/
or password, send an email from 
your RIH email address to 
nmarshall@rih.org .

2) Click on the Log In button.

3) New users may be promoted to 
answer security questions and 
change your password.

This will bring you to your log in screen. 
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PLEAS[ LOG·JN TO THE 00CULIVERY SYSfEM, 

Your User ID is identified here. 

User ID: 

Your initial password is identified here. 

Password: ._I----�! Fer nllen Pass1>crdf 

For o quick 'User Gulde' of how to access the employee portal. There is a a button at the

bottom left of the screen that says 'Click here for User Guide'. This will give you a quick step­

by-step process of how to enter in your 'User ID' and 'Password' 



Initial One time setup 

1) Answer the 4 security questions:

a) Selecl a question from the 
drop down menu.

b) Place an answer in the open 
field.

c) Click the 'Save' button
d) Repeat steps a-c
e) All 4 questions must be 

answered and saved.

2) Change the password.

a) Enter in the old password.

Welcome: 

PlE ASE ANSWER 4 Sf CURifY QUE S'IIONS. 

(1) 'In 1·1hat cil1• did you grow up?

(2) 

(3) 

(4) 

Pl EAS� CHANGf YO Uk PASSWORD. 

Enter Old Password: 
3) Enter in a email address

a) The email address must 
be valid. It can be any email 
address that you regularly 
use. 

Your password must be atleast six characters in length and contain atleasl one digit. 

b) En/-er in a new password.  It 

must be at least six 
characters in length, and 
contain one digit 

(example: Happyl).

c) Confirm the new password.

4) Click 'Save Information' button.

Confirm New Password: 

Pl.EASE FNHk YOUR fMAII ADDRfSS. 

Email Address: 

[ SBi� lnro,mation] 

Now that the initial setup is complete, you will be able to view, print, save, and email your pay

stub(s). This process will be explained in a step-by-step process on the next page. 


























