
 

 

How to Check the Status of Your “Exception Request Form (ERF)” 
Submission  
 
1. Upon successful completion of your Exception Request Form (ERF), you will be 

redirected to a confirmation page that will provide your case number and show the 
current approval status, along with the history of your request. You will also receive a 
notification to your standard Rutgers email address to confirm your ERF was 
submitted. 

 

 
 
2. To check on the status of your ERF, navigate to the HR and Payroll Support Portal 

and login using your NetID and Password. Click on the “Cases” tab at the top of the 
screen. 
    

 
 
3. Your case will appear under “My HR Requests”.  You may click on the appropriate 

case number or search for the specific HRC# to view all information submitted.    
 

 

https://rutgers.service-now.com/hrportal


 

 
4. Once you click on the desired case, you will see all the details you had submitted 

prior.  
 

 
 
5. As the ERF moves through the different stages, you will be able to see the status in 

the “Approval” and “ERF Approval Stage” fields.  
 

 
 
Note: The “Approval” field will be marked as “Requested” while the case is opened. The 
field will update to “Approved” or “Rejected” once the case is closed.  
 
  



 

 


