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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 a file to a request 

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' 

3. In the New Support Request pop up select a Category 

4. Select a Sub-Category 

5. Select a Type 

6. Then ‘Next’ 

1 

  2 



2                                                            salesforce.ecu.edu/people360 

7. Input a Title for your request 

8. Give a Brief Description of your request 

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

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

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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*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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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. 

3. In the Case Comments section add your comment. 

4. When you are finished, Select 'Post Comment' 
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