FootPrints User Guide
Version 1.0

FootPrints is web based problem tracking software where users can create, update, and check the status of their help desk tickets.  Users have access to a knowledge base of answers given to other users.  This application is accessible by any computer with a HTML 3.0+ compliant browser, including Microsoft Internet Explorer, Netscape and Firefox browsers.  Users must sign up for a Web Access Management System (WAMS) account in order to create, update, and track the status of their tickets.( https://on.wisconsin.gov/WAMS/home )  The following document is a quick startup guide for first time users.
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ACCESSING THE HELPDESK WEBSITE

1. You may enter https://helpdesk.dpi.wi.gov/user.html into your internet browser to take you to the main helpdesk page.   Many pages on DPI’s website ( http://www.dpi.wi.gov/ ) include a link which directs you to the main helpdesk page.  Click the following icon anywhere you see it to be directed to helpdesk.
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2. Click “Home” on the menu bar to take you to the login screen.  If you do not have a WAMS account you can click the link provided on this page, or you can go to https://on.wisconsin.gov/WAMS/home to sign up for an account.
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3. Login using your WAMS account.  Login by entering your “User ID” and “Password” then click “GO”. 
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ENTER A NEW REQUEST

1. Click “New Request” on the menu bar to take you to the request entry screen.
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2. The system will attempt to find your district, email and phone number automatically.  If these are not found you will get a popup message as seen below.
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3. Fill out all the required fields and any other relevant information.  Click “Attach Files” if you have a file to attach, see step 4.  Otherwise click “Save” and skip to step 5.
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4. The Upload a File screen will allow you to add up to three attachments.  Click “Browse…” to bring up your computer’s directory and find the file you want to upload.  Click “Go” to attach the selected files.  You will be brought back to the screen shown in step 3; follow directions from there.
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5. This screen appears momentarily to indicate a successful submission.  This screen tells you the ticket number for your newly entered request.
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VIEW/EDIT EXISTING REQUESTS

1. Click “Home” on the menu bar to view your tickets.
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2. Click the Title link of an individual ticket to be taken to a read-only ticket description page, see step 3.  Click the Number link to be taken to a ticket screen that can be edited, see step 4.
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3. View basic details about the ticket from this screen.  Click “Edit” to make changes to the ticket, see step 4.
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4. Fill out all the required fields and any other relevant information.  Click “Attach Files” if you have a file to attach.  Otherwise click “Save” and skip to step 5.
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5. This screen appears momentarily to indicate a successful submission.  This screen tells you the ticket number for your updated request.
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KNOWLEDGE BASE

1. Click “Knowledge Base” from the menu bar to take you to the Knowledge Base screen.
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2. Click the individual solution link to view the details of the solution.
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3. When done viewing the solution you can click “Back” to return to the previous screen, see step 2.  If you would like to leave feedback on this solution you can select the appropriate choice at the bottom: “Yes”, “No” or “Yes, but inaccurate”.
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4. Selecting “No” or “Yes, but inaccurate” will present you with a “Comment” box.  Enter any applicable comments and then click “Save”.
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