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Introduction 
Footprints is the service request system for placing a 
technology customer service request. When the 
technology in your office or classroom isn’t working 
correctly or needs updating, first visit with your campus 
Technology Liaison (TL), when applicable. If you and your 
TL can’t resolve the issue, enter a Footprints ticket.  
 

Getting Started 
1. Login my.fwisd.org 

 

2. Type your district active directory credentials 

 
 

3. Click Login 

4. Click on the Footprints icon. 

 

5. Login to the Footprints system by using your 
District Active Directory credentials 

 

 

 

 

6. Select “Division of Technology.” 

 

7. Once logged in, a list of frequently reported 
issues will be listed. If your issue is listed there, 
click on the title of the issue and follow the 
instructions. If your issue is not listed, continue to 
the next section of this Quick Reference Guide. 

 

 

Should I Enter a New Ticket or 
Use a Template? 
Some issues require additional information before a 
technician is able to begin resolving the issue. For these 
issues, Footprints Templates have been created to assist 
the reporter with providing all needed information. If you 
are reporting an issue with any of the issues listed below, 
skip to the Using a Footprints Template section of this 
document. 
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Entering a New Footprints 
Ticket 

1. After logging into the Footprints System, click 
“New Request” at the top of the page. A new page 
will populate. 

2. Type an “Issue Subject” in the provided box. 
This is a title given to the issue being reported. 

For example, if a classroom desktop computer is 
needing to be updated to the latest version of 
Windows, an Issue Subject for this Footprints 
ticket could be: Classroom Desktop Needs 
Windows Updated. 

3. Use the dropdown to select the scope of 
“Impact” of the issue. This indicates how many 
people the issue is affecting. 

For example, if an iPad isn’t functioning correctly, 
it is only affecting one person’s ability to work. If 
the Wi-Fi is out in a classroom, is it potentially 
affecting multiple users’ ability to work. 

4. Use the dropdown to select the “Urgency” of 
the issue. This indicates how the user’s work is 
affected by the issue. 

 

5. Verify or enter your “name,” “location,” and 
“phone” contact information. This information 
pre-populates from your Active Directory login.  

There is an option to enter an “Alternate Contact 
Name” and “Alternate Contact Phone”. An 
alternate contact is someone else who knows 
about the issue and can provide access to 
technician if they arrive when you are absent. 

For example: If you share a classroom with 
another teacher, you could list the other teacher 
as an Alternate Contact on the Footprints ticket. 

 

6. Select your “location” and “room number” 
from the dropdown menus. 

7. Select the “Request Type” from the dropdown 
menu. Once the Request Type is selected, 
additional dropdown menus may populate to 
further explore the issue being reported. 

 

 

8. Type a “Detailed Description” of the issue. 
Including information such as asset and serial 
numbers, make and model, and steps you’ve taken 
to resolve the issue are important to include in 
the description. 

 

9. If you have screenshots or other pictures of the 
issue, they can be attached to the Footprints 
ticket by clicking “Attach Files.” 

 

 

10. To submit the ticket, click “Save”. 

 

 

11. Once saved, the ticket number will appear on the 
page. This number is an identifier for your specific 
Footprints ticket. When calling the Help Desk for 
an update on the ticket’s progress, you will need 
the ticket number to reference.  

A submission confirmation will also be emailed to 
your district email account. 
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Using a Footprints Template 
1. After logging into the Footprints System, click 

“New Request” at the top of the page. A new page 
will populate. 

 

2. Use the dropdown menu in the blue menu bar to 
select a Footprints template. Templates are 
available for issues that require specific 
information prior to technician involvement. 

 

 

3. Once a template has been selected, click “Use 
Selected Template”.  

 

 

4. A pop-up will appear to verify the use of a 
template. Click on the radial button to indicate 
continued use of the template, and you can 
check “Do Not Show This Message Again” if 
desired. 

 

5. Click “Go.” 

 

6. Follow the steps for Entering a New Footprints 
ticket listed in an earlier section of this document. 
The applied template entered information in the 
“Detailed Description” (Step 8) to be completed.  


