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Purpose: Demonstrate how to submit dependent documentation using the People First system.  

Important Note: The submit process must be completed by the employee. While this process flow will focus on submitting dependent documentation, the 

submit functionality can be used when any documentation needs to be submitted to People First.  

 

 

1. Once you are logged into People First, 
select the Submit icon, at the top right 
of the screen. 
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2. Select the New icon to add the 
requested dependent 
documentation. 

 

 
 

3. Submit documentation by 
selecting the document type, 
Dependent Documentation (1) 
from the dropdown list. 
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Update the Comments section 
(2) to include specific 
information pertaining to the 
documentation being 
submitted.  Add the 
attachments by selecting Add 
attachments (3). Select Submit 
(4). 
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4. Once the attachment is submitted, 
you will receive a ticket number. 
When calling into the Service Center, 
employees may reference this number 
for updates.  
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5. Once submitted, you should validate 
your submission to ensure your 
documents were successfully 
submitted.   
 
To view your submission, you will 
simply select the line with the 
information you wish to view. 
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6. Once documents have been 
submitted, employees have the ability 
to add additional messaging if needed 
to assist with completing the request. 
Select Messages (1). A message box 
will be displayed to add a new 
message (2) or review previously 
submitted messages. Once updated, 
select save (3). 
 
Once your documentation is 
processed, you will receive a 
confirmation email notification. 
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