@ PEOPLE360

My Support Requests

Quick Reference Guide

Overview

The My Support Requests tab is where employees can submit general support requests to POSO staff.

Learning Outcomes

This quick reference guide will enable you to:
1. Create a General Support Request
2. Upload afile to arequest
3. Add additional comments to a request
4

Review open/closed support requests

Create a General Support Request

Log into People360 and follow the instructions below:
1. In the My Support Requests tab
2. Select 'Submit Support Request'

Welcome to People360

Your one-stop shop to submit new support requests, review your existing submissions, and manage interpersonal relationships. Use the Search Bar below to quickly find and access
helpful knowledge articles
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Manage Your Requests

New Employee

Review your open and closed support requests by navigating the tables below. To submit a ney/fequest, click the “Submit Support Request” button. p .
‘ ECU Policies |

Submit Support Request B /

‘ New Employee ECU Trainin gs |
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My Open Requests

Q, Search this v

3. In the New Support Request pop up select a Category
4. Select a Sub-Category

5. Select a Type

6. Then ‘Next’
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New Support Request

Name:
Phone:
Email:

Please use the drop-down below to select the category that best fits your POSO request. Not sure which
category is quite right? Select one and help text will display below; you can change your selection as many
times as you need before proceeding.

Serviced by the Care and Solutions Center.

*Please Select a Category

I Leave
*Please Select a Sub-Category /]
l Employee Leave (General Question) < 4 |

“Type \l—'

I Bereavement Leave

7. Input a Title for your request
8. Give a Brief Description of your request

9. To upload afile, select ‘Upload Files’ **If you do not need to upload files skip to step 12.

New Support Request

Selected Sub-Category: Employee Leave (General Question)

Selected Type: Bereavement Leave

*Title
Lol

Complete this field.

* Brief Description

Please attach the Death certificate, Obituary, or and Memorial Event Information

Upload Files

I &, Upload Files | Or drop files

Accepted file types: .pdf, .png, jpg, jpeg, .doc, .docx

10. Once you’ve selected the file to add, it will begin to upload and you’ll a status bar of the upload.
When it’s completed, select ‘Done’
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Upload Files

QRG Template (1).docx

il o7 ke

1 of 1 files uploaded

11. Once all required fields have been satisfied, select ‘Submit’

New Support Request

Selected Sub-Category: Employee Leave (General Question)

Selected Type: Bereavement Leave

*Title

[ Question help

*Brief Description

1 would like to know more information about leave

Please attach the Death certificate, Obituary, or and Memorial Event Information

Upload Files

[ &, Upload Files ]Or drop files

Accepted file types: .pdf, .png, .jpg, jpeg, .doc, .docx

UPLOADED

@ QRG Template (1).docx X

=1

12. A confirmation pop up will appear with a summary of your request information. Once you’'ve
reviewed, select the ‘X’ to close the box.
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New Support Request

Request Successfully Submitted.

Request #00001236

Request Sub-Category: Employee Leave (General Question)
Request Title: Question help

Request Description: | would like to know more information about leave

If finished, close this pop-out to return to People360 Portal. To submit an additional Case, click the

Submit Another Request button below.
Submit Another Request

*You will receive an email confirmation of your
submitted support request. *

Review Open/Closed Requests

1. To review your submitted or closed support requests, you can find them under the ‘My Support
Requests’ tab.

2. The first List View is ‘My Open Requests’. These are all open support requests you have generated.

3.The second list view is ‘My Closed Requests’. These are a list of all submitted requests that now have a
status of Closed.
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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.

Submit Support Request

My Open Requests

1item - Sorted by Case Number

Q Search this list... ‘ ‘ T |

Case Number ¢ Status Subject Category Date/Time Opened

00001200 New Help with Bereavement Leave Leave 6/4/2026, 12:40 PM

My Closed Requests -

2 items - Sorted by Case Number Q. Search this ist... ‘ ‘L'
Case Number 1 Status Subject Category Date/Time Closed

00001201 Closed Death of Immediate Family Member Leave 6/11/2026, 9:52 AM

00001233 Cancelled Death Leave 6/11/2026, 9:51 AM

Adding Comments

1. To add a comment on a submitted request, start by going to the My Support Requests tab, to view all
your support requests.
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2. Select the Case number to open the record for comment.

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

Q Search this list...

1 item » Sorted by Case Number

Case Number + Status Subject Categary Date/Time Opened

00001200 Help with Bereavement Leave Leave 6/4/2026, 12:40 PM

My Closed Requests

Q Search this list...

2 items « Sorted by Case Number

Case Number ¢ Status Subject Category Date/Time Closed
00001201 Closed Death of Immediate Family Member Leave 6/11/2026, 9:52 AM
00001233 Cancelled Death Leave 6/11/2026, 9:51 AM

3. In the Case Comments section add your comment.
4. When you are finished, Select 'Post Comment'
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Help with Bereavement Leave

Upload Files

Subject Description & Upload Files | Or drop files
Help with Berzavement Leave 1'd like to schedule an appt for my uncle who died FE

Title Created Download
~ Case Details image (16) Jun 04, 2026 Download
Category Sub-Category
Leave Employee Leave (General Question)
Type Priority
Bereavement Leave Low
Date/Time Opensd Date/Time Closed

No public comments yet

6/4/2026, 3:40 PM
ments will appear here.

~ Emplayee Detals

Add a comment
Contact Name Contact Email
Aubrey C Rollins % hazelwoodle ] 8@ ecu.edu Can you please call me at 252-328-0000
Account Name Contact Phone
Aubrey C Rollins (252) 200-5098

~ System Information

Created By Last Modified By

Aubrey Rollins, 6/4/2026, 3:40 PM Aubrey Rollins, 6/4/2026, 3:40 PM
Case Record Type Case Origin

ECU CareBiSolutions Web
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