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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 
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3. Locate the Files component select ‘Upload Files’ 

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

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