
Quick Reference Guide: 
How to use HR Help Desk (All employees) 

Purpose: 

Use HR Help Desk to search for answers and submit service requests related to HR, 
payroll, benefits, and other HR support areas. 

 

Step-by-Step: 

1. One-time initial 
setup: Click on 
your initials in the 
upper right of the 
WaveWorks 
homepage, then 
select Set 
Preferences.  

2. Select Set 
Preferences, then 
under Preferred 
Knowledge 
Locale, change 
from None to 
English – United 
States. Click Save 
and Close to exit. 

 
 

3. Return to 
WaveWorks 
Homepage and 
click on Help 
Desk. 

  

4. Click on My Help 
to search available 
topics related to 
your question or  
Create HR Help 
Desk Request by 
clicking on the + 
icon.    
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5. Enter the required 
details, including 
Subject, Severity, 
Subject Category, 
etc. 

6. Click Save to 
submit your Help 
Desk request. 

 
  

 

 

7. Search 
Knowledge 
Articles for past 
Q&A related to your 
Subject category. 

  
 

 

8. To track your 
requests, review 
open and past 
requests 
under View My 
Requests. Click a 
request to add 
comments or 
review updates.  
 

 

  
 


