
How to Locate your Appeal Case File and Upload Documents into the Case File 
 

Locating an appeal case file in your account. 

The following instructions show how you can find a case file using the unemployment compensation system dashboard. 
 
On the dashboard, click “Additional Options” on the Unemployment Services tile. 
 
 

 
 
 
 
 



On the next screen click on Appeals.  
 

 
 
 
 
 
 
 
 
 
 
 



The appeal summary panel opens for the last appeal that was filed. 
 
Click on the View Appeal File link to see the appeal case file. 
 

 
 
 
 
 
 
 
 
 
 



 
If you choose to use the navigation panel on the left side of the dashboard instead of using the widgets, follow the path below. 
 
Click on Unemployment Services 
 

 
Scroll down to Unemployment Services 

 
 
 
 



Click on Appeals 
 

 
 
 
 
 
 
 
 
 
 



Click on View Appeal File to see the documents in the appeal case file. 
 

 
 
 
 
 
 
 
 
 
 
 
 



 

Uploading documents into the appeal case file in your account. 
 
 
To upload a document to an appeal, click on the Upload Document link at the bottom of the appeal summary panel 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Drag and drop a document in the Attach Document box or browse and choose the document from your files. 
 

 
 



 
 
 
After you drag and drop or choose a file, click the Attach button 
 

 
 



 
 
 
 
An alert box pops up which shows the document was successfully uploaded. Click OK.  
 

 


