
Introduction to FootPrints: The Technology Request System 
 
What is FootPrints? 
FootPrints is electronic help desk software.  With FootPrints you can request technical support, check the status 
of your request and search for answers to common problems. 
 
Do I need to use FootPrints? 
Yes. FootPrints is the primary method to request technical support. It is intended to replace the paper 
“Technology Request” form and requests by email. You should still call if it’s an emergency. 
 
How do I access FootPrints? 
From your web browser (Internet Explorer), go to http://footprints.maine207.org and log in to the system using 
your Novell GroupWise ID and password. You must be on the school network to access FootPrints. 
 
How do I submit a request? 
Click on the “submit request” icon (center) or “submit” link (left side). Fill out the form. Make sure all the 
required (red) fields are completed. Click the “GO” button when done to submit the request. TIPS: Include 
computer number or user ID and room number in the title with a very brief summary of problem; be descriptive 
and include as much information as you can. 

 
 
 
 

http://footprints.maine207.org/


 
How do I change or close my own request? 
Login to FootPrints. Click the “View My Requests” link then click on the issue you want to change. This will 
bring up the issue detail view.  Choose “Edit” or “Close” from the top left corner of the page beneath the search 
bar. Use edit to provide additional details you feel might help solve the problem or to answer questions entered 
by the tech department.  Use “Close” to close an issue you no longer feel is a problem or that you were able to 
solve yourself. Note: once you close an issue you cannot edit or re-open it. If this occurs, either create a new 
issue or send an email to your tech representative to re-open the issue. In either case, please include the issue 
number. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Other helpful information: 
Edit your contact information at http://whitepages.maine207.org this will update the GroupWise address book. 
Use your GroupWise ID and password to log in. Click the “Edit Information” link at the top. Remember to click 
“save” when done. Changes may take up to 1 day to take effect. 
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