How To:  Submit a PHIS FootPrints Issue
1)  Go to Start > FSIS Applications > Internet-Intranet > FootPrints
2)  Log into FootPrints using your standard FSIS User ID and Password.
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3)  The FootPrints Home screen will load.  Click “Quick Issue”
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4)  Click “PHIS Support Request”
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5)  The PHIS Quick Issue template will load.
The following fields must be filled out in the ticket:
· “Issue Title:”  Replace the “<Description of the Issue/Error>” section with an overview of the issue/error the ticket is being submitted for.
· Examples of Issues/Errors would be “PHIS: Error Message/ offline synchronization error/server may not be available” or “PHIS: Sync Exception: *Cannot enumerate changes at DbServerSyncProvider”.
· “Establishment Number” (if applicable):  The USDA identifier for the plant or establishment where you are currently located.
· “Establishment Address” (if applicable):  The address of the plant or establishment where you are currently located.
· “Establishment Phone #” (if applicable):  The phone number of the plant or establishment where you are currently located.
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· Click “Edit Dependent Fields” under the “Type:  PHIS” field.
· Make a selection most relevant to your unexpected behavior/error.
· Click “Save” to record your selection.
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· “Description:”  the following data must be entered prior to submitting a ticket:
· Best Contact Phone Number: 
· Best Callback Time (including time zone):
· Your connectivity type (DSL, EVDO, UTN, BlackBerry, etc…):
· Detailed description of the PHIS issue or error (including the action you were taking when you received the error):  
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6)  Attach a screenshot of the error message.  To attach a screenshot, click “Attach Files” in the “Attachments” section/tab of the FootPrints ticket.
Note: To take a picture of your screen, hold down the “Alt” key and at the same time press the “Print Scrn” key on your keyboard (these commands depend on your type of keyboard; if there are any questions, contact the Service Desk for assistance).  Open Microsoft Word or the Paint program and click “Paste”.  Save the screenshot to a location you can find easily.   
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7)  The “Upload a File Attachment” window will load.  Click “Browse”.
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8)  Select the location of the file and click “Open”. 
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9)  Your selected file will now appear in File Attachment window.  Click “GO”.
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10)  Your file is now attached to the FootPrints ticket.  Click “Save” to submit your ticket to the FSIS Service Desk.
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11)  You will receive confirmation that your ticket has been submitted and you will be returned to the FootPrints Home screen.
[image: ]12)  You have now successfully submitted a PHIS FootPrints issue.
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