
How to check the status of your Change of 

Circumstance request using CaseViewer 

within MyPKC Staff Portal 

You can check the status of your single CofC requests by accessing CaseViewer at any time – 
you will be provided with the link in every confirmation email you receive when you submit a 
CofC. 

Once you access CaseViewer, you should select ‘Change of circumstances - status of request’ 
at the left-hand side of the screen. 



You have a couple of options to find your CofC. You can insert the Case ID in the Search bar – 
this ID number will be included in your acknowledgement email (usually inserting the last 4 
digits of the Case ID is sufficient to find a CofC). 

Or you can click on ‘Advanced search’ and insert the name of your employee/employee 
number/type of request/effective date in the Case Summary field and this will bring up all the 
relevant CofCs: 



Once you’ve found your CofC, simply click on the ‘Show More’ underneath the Summary. 

Alongside the heading ‘Status’, you’ll see in this example that this CofC is sitting with Finance. 


