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BLM REMEDY 8 USER GUIDE:  CREATING A TICKET 
FOR A NEW MOBILE DEVICE OR AN UPGRADE 

Use the following procedure to create a ticket to request a new mobile device or a mobile device 

upgrade. 

1. Verify that your supervisor approves of the mobile device purchase. 

NOTE:  Although the supervisor does not need to sign a form, the state/center/district/field budgetary 
approving official may contact the supervisor to verify his/her approval. 

2. On the desktop, double-click the 1-800 BLM Help icon, or navigate to http://1800blmhelp.blm.gov in 
a web browser. 

3. On the BLM Help Desk page, click Submit a Ticket. 

 

4. If necessary, log on the Remedy system. 
5. Under All Categories, next to IT Services, click Sub-Categories. 

 

  

http://1800blmhelp.blm.gov/
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6. Under IT Services, click Phone, Mobile Device, Network, VTC Services. 
7. Under Available Requests, click Mobile Device Support. 
8. Click Request Now. 

 

9. In the Mobile Device Support page, enter the necessary data. 

a. If submitting the ticket for another person, click Edit to change the name in the Requested For 
field and make any other necessary changes to the contact information. 

b. Under What is the urgency of this request?, click the appropriate value. 
c. Under What do you need support with?, click Purchasing\Upgrade. 
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d. Under Are you requesting an upgrade or a new device?, click Upgrade or New Device (as 
appropriate). 

NOTE:  If you clicked Upgrade in step d, a field displays for entering the device’s existing phone number. 
Complete step e only if you are requesting an upgrade for an existing device; otherwise, skip step e. 

e. In the Mobile device’s phone number field, enter the device’s phone number. 
f. In the Approving Supervisor’s Name field, enter the name of the supervisor who approved this 

request. 
g. Under What type of device(s) are you requesting?, select the appropriate check box. 
h. Under Operating System, click the appropriate operating system (if applicable). 

NOTE:  Because there is a fee ($4 per device per month) associated with adding the hot-spot capability to 
a device, your management must approve adding this feature to your device. 

i. Under Does your device need the ability to act as a hot spot?, click Yes or No. 

NOTE:  Because there are significant fees associated with international service, the feature will not be 
enabled unless required. Your management must approve adding this feature to your device. 

j. Under Will international service be needed?, click Yes or No. 

NOTE:  If you clicked Yes in step j, two possible options display. Complete step k only if you are requesting 
international service; otherwise, skip step k. 

k. Under International Service Type, click the appropriate international feature(s) required for the 
device. 

l. In the Business Justification field, enter the reason you need this device and any additional 
requested features (e.g., hot spot, international service). 
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m. In the Cost Code field, enter the office/cost code for funding the purchase and monthly service. 
n. Under Duration of Usage, click Permanent or Temporary\Seasonal (as appropriate). 
o. In the Ship To Address field, enter the address to which the device is to be shipped. 
p. Under Will this device be used by Fire-Aviation staff?, click Yes or No (as appropriate). 
q. If necessary, in the Additional Notes field, enter any additional comments or instructions. 
r. Click Submit. 

 

 

You have successfully created a ticket to request a new mobile device or a mobile device upgrade. 


