
Staff Matters Portal

Staff Contact Quick Guide

View and 
acknowledge 
the response

Receive a 
notification

View the 
request

Submit a 
request

Please only change the 
language.
Do not change other 
options.

Before you start
Set your preferred language (EN/FR)

Open the drop-down menu next to your 
initials, click on “Preferences” then 
“Language” to change the language.
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Staff Contact Quick guide

from Staff Matters Portal “Contact us” buttons

from JSIS Online (or Sysper as today)

from a bookmark

Submit a request

To add a 

link (URL), 

click on

To attach a document,

click on „Add attachments”

Fill out the 

form

Confirm the privacy 

statement
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1. Click “My Requests” to go back to the list

2. Click “Home” to view the homepage

3. Reference number of the request

4. Subject of the request

5. Name and link to personal profile

6. Description of the request

7. “Activity” tab: messages from/to the service, system 
messages and attachments. 
“Additional details” shows specific input from the request

8. Post a message to the service in charge.
You can paste formatted text and images. Note that images will 

become an attachment after posting the message.

9. Upload an attachment. It will be sent immediately.

10. Name of the service in charge (the group 
handling the request). Note that this is not a functional 
mailbox

11. Click on “Actions” to cancel your request

12. State of the request and dates of creation and update 
(hold your mouse over it to view the exact time)
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You will be notified by email right after submitting 

your request and when the service in charge:

o provides the response to your request

o has a message for you

o asks you to do something

Notifications will look similar to the one here, 

with a link to the request or a related task.

The sender is: “EC ServiceNow”
EC-SERVICENOW@sn.mail.ec.europa.eu

Receive a notification
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To read the response
click on „Activity”

To close – or reopen
click on ”Details”

The request is returned to "Work in progress” 
The service in charge will handle it.

The request is now "Closed Complete”
It can no longer be changed.

Response

Can we 
close the 

request?

“No”

Email 
notification

Can we 
close the 

request?

“Yes”

View and acknowledge the response
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