Renewing Associate Access

Associate Sponsors can now renew their associate access at my.tcu.edu. After logging into
my.tcu.edu; navigate to Employee Self Service and select Associate Expiration Renewal.
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Search for your associate by Employee ID (EmplID), Name (searches by last name) or leave both
options blank and search for all of your associates. Only associates that are either currently active or
their access has expired within the last year (from the current date) will appear.
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Select Associate. To renew associate, enter Renewal Start Date & Renewal End Date. Click Submit.
Renewal start date must be within 30 days of the current date. The Renewal End Date must be within 1

year of the Renewal Start Date.
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The initial establishment of Associate access will remain in Human Resources or Student Affairs
Information Services. Associates whose access has expired as of over a year of the current date will
need to be reestablished through Human Resources or Student Affairs Information Services.



