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Purpose: Demonstrate how to submit (upload) dependent documentation to the People First Service Center using the People First system. The upload 

process can only be completed by the employee. 

Important Note: While this process flow focuses on submitting dependent documentation, the upload functionality can be used when any employee 

documentation needs to be submitted to the People First Service Center.   

 

 
 

1. Once logged into People First, select 
the Upload icon (1) in the People 
First system header menu bar (top 
right of the screen).  
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2. Select New (1) to create a ticket to 
submit the dependent 
documentation to the People First 
Service Center.  

 

3. Select the Dependent 
Documentation (1) option from the 
Document Type field. 
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4. Add specific information for the 
documentation being submitted in 
the Comments field (1).  
 
Add documents by selecting the 
attachments + icon (2).  
 
Select Submit (3) to send the 
documents to the People First 
Service Center. 
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5. When the ticket is submitted, a 
ticket number (1) will be displayed 
on the screen. When calling the 
People First Service Center for 
updates, the ticket number can be 
referenced. 
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6. The ticket submission can be 
validated to ensure the documents 
are successfully submitted. To view 
the ticket, select the applicable 
ticket record (1) from the Overview 
section and the details of the ticket 
(2) will display below the Overview 
section. 
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7. Once the ticket is created, 
employees can add messaging if 
needed to assist with completing 
the request.  
 
Select Messages (1) and a message 
window will be displayed. In the 
message window, new messages 
can be added (2) and historical 
messages can be viewed (3). Once a 
new message entered, select Save 
(4) to send the message to the 
People First Service Center. 

 
Once the People First Service Center 
processes the documentation that 
was submitted, the employee will 
receive a confirmation email 
notification. 
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