
HRSS Overview
Reference Guide



The purpose of this guide is to provide assistance around how to submit, follow-up or view 
a previous submitted HR ticket. Also included is information on how to fill out, submit, and 
modify paperwork under the New Hire Forms menu.
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To access HRSS:
1. Login to the Gazette.
2. Once the Gazette is open, navigate to the Goodwill Menu 

section on the left and hover over the Support section
until a list of options appear.

3. Click the Contact HR (HRSS) link.

4.   The system redirects you to the Jira Service Management login screen, 
then click on Goodwill Employee Login, next type your Goodwill general 
computer username and password, then click Sign-in.

The HR Service System is a user-friendly 
website where, in just a couple of clicks, 
Goodwill team members can submit 
questions or requests to Human Resources.
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To submit a request:
1. Click a section from the appropriate 

HR category.
2. Enter in all relevant information in the 

request form. Use a clear meaningful 
title to help HR expedite your request 
appropriately.

3. To add an attachment, click browse to 
locate the file or drag and drop your 
file into the dotted line box area. (This 
step is optional)

4.Once the request form is complete, 
click the Create button.
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CHECK STATUS OF SUBMITTED REQUEST

To add notes or follow up on a submitted request:

Note: If your request is urgent and needs immediate attention, follow-up by calling 
HRsupport at (602) 535-4100, option 1.

1.  Open the ServiceNow notification email for the submitted request or clicthe HR 
Requests I Submitted button in the top navigation menu.

2. Click Reply and type a message. Responses are placed back in the queue forreview. Most 
responses are handled within 3 days.

To add notes or follow up on a submitted request:

1.  Open the ServiceNow notification email for the submitted request or clicthe HR 
Requests I Submitted button in the top navigation menu.

2. Click Reply and type a message. Responses are placed back in the queue forreview. Most 
responses are handled within 3 days.
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