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How To Upload Files on a Case

Quick Reference Guide

Overview

Additional files may be required or requested by POSO staff in reviewing your Support Request. You
can add files during the creation of your support request or after it’s already been submitted.

Learning Outcomes

This quick reference guide will enable you to:

1. How to add files to your support request

How to Add Files to Your Support Request

1. In the My Support Requests tab
2. Select the Case Number you want to add a file

My Support Requests My Appointments Interpersonal Relationships Personnel Action

Manage Your Requests

Review your open and closed support requests by navigating the tables below. To submit a new request, click the "Submit Support Request” button.

My Open Requests

5 items - Sorted by Case Number Q Search this list... ‘ |E‘
Case Number ¢+ Statu Subject Category Date/Time Opened
00001184 nse Sample Sample Leave 6/1/2026, 12:03 PM
00001239 In-Progress Compensation Policies Questions Total Rewards ©/15/2026, 2:03 PM
00001247 New Query Regarding ADA Consulting Americans with Disabilities Act (ADA) & Accommodations 6/15/2026, 6:09 PM
00001256 New Conflict Mediation Request Engagement & Development 6/16/2026, 10:48 AM
00001257 New ADA consulting Query Americans with Disabilities Act (ADA) & Accommodations 6/16/2026, 11:11 AM
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3. Locate the Files component select ‘Upload Files’

O ' PEOPLE 360 Home PiratePort PIRATEtime Payroll Cornerstone Benefits Enroliment Help Articles Forms . PeeDee Pirate

& Case 00001184 ® STATUS - Awalting Response

Cancel Request

Care & Solutions.

[ Files

Upload Files

~ Case Information

Title & Upload Files | Or drop files

Sample Sample:

Description

Sample Sample - Please Disregard - Sample Sample
[ —

Upload documents to get started.

~ Case Details

Status
Awaiting Response n Case Comments

Cateogory Sub-Category

Leave Employee Leave (General Question)
No public comments yet

Published case comments will appear her

Date Opened
Jun 1. 2026 & 1203PM

Add a comment

~ Emplovee Details Write a public comment

4. Select the file from your File Manager to upload. When the upload is complete, select ‘Done’

Upload Files

My_Requests.pdf

POF -
817 KB

1 of 1 files uploaded

5. Your uploaded file will appear in the Files component and ready for review by POSO staff.

g Files

Upload Files

Title Created Download

My_Requests Jun 19, 2026 Download
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