
Reporting Problems in ..Unity 
 
1. Open Internet Explorer, and visit Unity: 

a. Go to http://unity.forsyth.k12.ga.us 
b. Go to https://fcsunity when logged 

into the network. 
c. Open Favorites; ..Unity is in the 

Favorites list. 
2. Log into Unity using your network 

username and password.  
3. Once logged in, click on Open a New Case.  
4. When you open a new case, you will be asked for a Type of 

case, an appropriate Category within that Type, and then a more specific 
second Category. One way to help ensure prompt reply to your case 
submission is to choose Types and Categories as accurately as possible. 

 
5. Once you select the Type, the first Category, and the second Category, click 

GO! 
 
When the New Case is created, you will need to enter as much information as 
possible in the next tabs. 
 
 
 
 
 
 
 
NOTE: Opening a new case can also 
be done using the New Case menu 
at the top of the page. 

Types of Case Sample Problems 
Communications Intercoms, Telephones, Closed 

Circuit TV distribution 

Student Information Infinite Campus or Parent Portal, 
Class Profile, WinSNAP 

Technical Service 
Requests 

Everything else 



Case Information Tab 
 
6. In Requester Information, enter the school’s phone number and your phone 

extension. 
7. In User Information, you can check the Same as Requester box and it will fill 

in the fields automatically for you. 
8. In Location, make sure South Forsyth High School is selected for Site. You 

must fill in your Room Number. 
9. Case Type (in the upper right corner) and Category under Problem 

Category should already match the selections you made when you opened 
the case. 

10. For Problem Scope, try to be as accurate as possible as to the nature of the 
problem. For example, if a student computer is giving you trouble, does it 
happen when other students log on to the same computer? If the student 
originally on the computer moves to another computer, does the problem 
follow him/her? 

11. In Problem Summary, give a brief but detailed description of the problem. 
(You get a maximum of 100 characters!) 

12. In Detailed Problem Information, give as detailed a description as possible 
of the problem. Be sure to include any solutions you have already tried. The 
more information you can provide about what works, what doesn’t, what 
occurred when the problem seemed to develop, etc., the easier and quicker it 
will be to solve the problem. 
 

13. When finished, move on to the Equipment Information tab. 



 
Equipment Information Tab 
 
Filling in your Room Number on the Case Information tab causes the Equipment 
List for your room to be populated with all of the registered technology that 
should be in your room. 
14. Click on the piece(s) of equipment that you are having trouble with – they will 

be added to the Problem Equipment list at the bottom of the page. 
15. If the problem equipment is an item that you have more than one of (for 

example, a desktop computer), you will need to find a serial number or an 
asset tag to be able to specifically identify it. 
 

16. If the problem is not specifically about hardware (for example, there is a 
problem with the cables connecting to your whiteboard), click Hardware Is 
Not Applicable. 
 

17. If the hardware you are having trouble with is not on the list (for example, 
another desktop has been 
moved into your room), 
click My Hardware Is Not 
Listed. You will be asked 
to enter the serial number 
or an asset tag number for 
the item. If Unity doesn’t 
find a matching item in its database, you will be prompted to Enter 
Equipment Data. Complete the form, and then click Add This Hardware To 
This Case. 
 

18. When you are finished entering equipment information, move on to the 
Summary and Submission tab. 



 
Summary and Submission Tab 
 
19. Review the elements of your case. If you need to go back and make changes, 

you can return to the Case Information or Equipment Information tabs. 
Reread the Detailed Problem Information you submitted to make sure it gives 
a complete picture of the problem. 
 

20. When satisfied, click Submit This Case. 
 

21. Once submitted, you will receive a 
screen with a case number. You will also 
receive an email indicating your case 
submission. 

 

Reviewing Submitted Cases 
From the home page, you can review cases 
you’ve submitted by going to Your Cases and 
selecting View Submitted Cases. 
 
When your list of Submitted 
Cases comes up, double-click 
on a case to get more 
information about it. 
Cases that have been marked 
as Resolved or Closed will be 
in a different list, which you can select using the Select a View menu just above 
the list. 


