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Follow this job aid to learn how to submit a phire ticket in HR Links when you encounter an

issue in the system.

Submit a Phire Ticket

1. Select the Help Desk Home tile.
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2. Select Create Issue to create a phire ticket.
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DO NOT ENTER ANY PII / MEDICAL / FINANCIAL DATA IN THIS TICKETING SYSTEM. (GSA f NCUA T OPM [
RRE) employees are prohibited from entering P, medical, or financial information types in the HR Links Phire
ticketfing system consistent with agency information security and privacy policies and controls

Users that enter this type of information in the HR Links Phire Ticketing System will have the data removed by
HR Links Help Desk Analysts, the ticket will be closed, and the user will be nefified fo resubmit the ficket without
including prohibited PII / medical / financial information.

The main HR Links application is authorized by HR Links agencies (GSATNCUA S OPM / RRB) fo collect
Federal employee data such as Name, Social Security Mumber (35N}, Empleyee Number, Date of Birth/Age,
Home address and telephone number, Race and Nafional Crigin data, Gender, Handicap Code, Birth Date,
Marital Status. Reprimands and Warnings, Education History, and Benefits. This Personally Idenfifiable
Informaticn (PII) is generally the most sensitive information included in the system. Other information includes
payroll, accounting, pay and leave entittement records, payroll deduction and withholding, and time and
attendance records.

3. Select the magnifying glass icon Q and select Domain ID SSGSA when the pop up
window opens.
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4. Select Add.
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5. Input the details of your issue within the Phire ticket. Enter the following details in

HR Links:
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A Title for the phire ticket

A Functional Area

A description of the issue (remove the wording highlighted below)

Attach any screenshots or other documentation that can help explain the
issue encountered

an oo

Favorites = Main Menu ~ > Employee Self Service > HR Links Help Desk Home

Phire °
Phire v12.2.02

Create an Issue

Issue Number: NEXT
| Titie: ' 2 I

“Type: Issue ~

tunct\onal Area: | - | I

*Priority: - 2

Description: Please enter the description of your issue here. Please include navigation of the page, name of query @

and/or detailed instructions on how to replicate the issue as well as employee id, effective date and
effective sequence if referencing a HR action. This will greatly assist IBM in replicating the issue or
diagnosing the issue as quickly as possible.

Please also refer fo the comments section, the yellow scroll in the upper right hand comer when
communicating back and forth with IBM. To reassign a ticket back to IEM please update the status field to
assigned and update the assigned field to the name that is labeled in the nofified field.

If the iew button fails to open the attachment, then try hoiding "cirl” key while clicking the button, or checking your browser secunty setings

Attachments
Type Description File Hame Attach

2] | 4

Back To Help Desk Home

6. Select Submit. The phire ticket will be submitted for review by the vendor. You
have successfully submitted a phire ticket in HR Links. Your phire ticket will be
assigned a ticket number. You will receive an email from HR Links with details of
your phire ticket submission.
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7. Select the Help Desk Home tile.
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8. Select View Issues to respond or update a phire ticket.
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Favorites = Main Menu - » Employee Self Service :»  HR Links Help Desk Home
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DO MOT ENTER ANY PIl / MEDICAL / FINANCIAL DATA IM THIS TICKETING SYSTEM. (GSA FNCUA F OPM !
RREB} employees are prehibited from entering PIl, medical, or financial information types in the HR Links Phire
ticketing system consistent with agency information security and privacy policies and conirols

Users that enter this fype of information in the HR Links Phire Ticketing System will have the daia removed by
HR Links Help Desk Analysts, the ticket will be closed, and the user will be notified to resubmit the ticket without
including prohibited Pl / medical { financial information.

The main HR Links application is autherized by HR Links agencies (GSA / NCUA f OPM / RRE) fo collect
Federal employee data such as Mame, Social Security Number (SSN), Employee Mumber, Date of Birth/Age,
Home address and telephone number, Race and Mational Crigin data, Gender, Handicap Code, Birth Date,
Marifal Status. Reprimands and Warnings, Educafion History, and Benefitz. This Personally |dentifiable
Information (PII) is generally the most sensitive information included in the system. Other information includes
payroll, accounting, pay and leave enfittement records, payroll deduction and withholding, and fime and
attendance records.

9. Select your phire ticket to update.
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Jii> HRLinks

Favorites - Main Menu - » Employee S%Seruice » HR Links Help Desk Home > My Issues

Assigned to Me My Issues

User: GSAI Efin © @Hef"r‘esh" (= fAdd
H SSAL - 1 e e

Only Show Open Issues

Personalize | Find | View All | (2] | Q First (4 1-40f4 (¢ Last
Title || Details
Izsue Number Title Functional Area Open Date Status
SSGSAIS020940 HFnk!;Wos Training & HR Support Tile update url
CR 234 - Adding the Print SF52 access to the
GSAHR Spec role

= = A — Performance PRy . -
BSGSA-1S021857  |Accessibility Issues Management 0/11/2023 12:40PM  In Research

Training 05/22/2023 4:20PM  Hold

S5G3A-15021524 Human Resources 08/24/2023 1:56PM  Assigned

HR Links Training & HR Support Tile update for

CABs

SSGSA-1S022147 Training 11/16/2023 12:29PM  Hold

10. Select the yellow scroll icon to view updates on your phire ticket and see
response from the vendor. Add additional comments in the open text box and Post
or Select Ok to close. Select Ok to close out of updating the phire ticket. You have
successfully updated your ticket.
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Favorites v | Main Menu ~ > Employee Seff Service > HR Links Help Desk Home > My Issues
Related Content v | New Window
Issues || iForms
Issue Number: SSGSA1S021857 2 by & S
Title: Accessbilty Issues
Type: Defect Tracking #: STRY0012095 Notes
Functional Area: Performance Management DB Name Comment:
Priority: Low Due Date: 1101022023
Status: In Research Open Date: 10/11/2023 12:40PM
v
9 opened By GSA0100017072 Erin Swain Taylor Note Type: Post
9 pssigned: Ispingola Liz Spingola :
- Personalize | Find | View All | & | Fist (4) 140f4 (o) Last
: Customer: GSA0100017072 Erin Swiain Taylor e =T Commeni o
Notify: Ispingola Liz Spingola Hello
1110872023 250PM  Ispingola - Liz Spingola e wil be fired within the fret refease m 2024 Status Update
Hi Erin,
[Escalation Thanks for your ticket. | am puting in a ticket for you to change
. the alt text of the icon and the link so that it is not read twice by
Release: GG &3 the screen reader | will update you when that change has been
Ticket Assignment: Y 1BM , made live
o Trge 1110212023 1259FM  Ispingola - Liz Spingola As for the adding in comments, there was a fix that was Status Update
riage Team: Ikennell Logan Kennell pushed. Please let me know if you have any issues with this
stil
& Thanks
A s IN assisting a visually impaired employee today in the Perf Mgmt medule there were a few ilems Liz
B - discovered that need to be looked at: 10/26/2023 4:07PM  Ikennell - Logan Kennell - IBM IBM is still researching the issue. Status Update
The Add Attachments section - same word for icon and link - causing Add Attachments to be . - .
T P e e T G o T 1011172023 1:11PM  Ikennell- Logan Kennell -1BM  Heilo, We have received your case. Status Update
Unable to add in comments (copy and paste) in comments text box of the critical elements
section
oK Cancel
B Resolution:
Please click on the yellow scrollin the upper fight-hand comer for further details. Thank you
v
Back To Phire Home | Back To Issue Tracking Home Phire v12.2.02

Cancel
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