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➢ Note:  

This process begins with the expectation that you are logged into the e-mail account where you are 
designated to receive eService and that you have opened an e-mail from PACFile regarding electronic 
service. 

 

 

 

1. Access 
PACFile 
through the e-
mail 
notification 

Click on the link within 

the notification. 

 This picture 
displays an eService 
message opened 
through a Gmail 
account. E-mails 
regarding eService will 
provide the same 
information regardless 
of your chosen e-mail 
provider, but it may not 
look exactly like the 
image at right. 

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Log in to the 
UJS Web Portal 

In the Account Login 

screen, enter your 

username and 

password and click the 

LOGIN button to 

access PACFile.  
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3. Open the 
eService 
documents 

In the View Notification 
screen, click on any of 
the available Document 

icon(s)  associated to 
the notification. 

 

  Hover your mouse 
pointer over an icon to 
view the corresponding 
document’s name. 

 

  All documents will 
open within a separate 
window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


