
HOW TO REPORT A TECHNOLOGY 
ISSUE

TECH COACH

KENTON COLEMAN



ÅGo to ghs.rcstn.net.

ÅGo to "About Us", hover over it and 
click "Teacher Work Request"



Å The first time you click the link 
you will needed to Register. 
Click the pull down menu 
beside "Register Here!"

Å If there is no account number 
automatically generated, do not 
fill it in. It is not required.

Å Fill out the form using your 
rcstn.net email account and 
password. Use the school 
phone number (615) 384-9022.

Å The system requires that you 
submit a tech request within 5 
minutes of registering, or you 
will be required to re-register.

Å Once registered you will 
only enter your email and 
password to log in.



Å /ƭƛŎƪ άL¢ wŜǉǳŜǎǘέ ǘŀōΦ

Å You must fill in any information 
that has a red check.

Å Step 1.Fill in your first and last 
name, and your email if it is not 
automatically generated.

Å Step 2.Select Greenbrier 

HighSchool as your location.

Å You do not select a building.

Å Select the area where you are 
having the problem (e.g. 
Classroom, Computer lab, etc.).

Å /ƭƛŎƪ ά¸ŜǎΣ ǊŜƳŜƳōŜǊ Ƴȅ ŀǊŜŀ 
entries for my next new request 
ŜƴǘǊȅΦέ

Å Enter your Area/Room number 
(e.g. Rm. 204, Main Office, etc.).



Å Step 3. Select the problem type. If you have multiple 
problems, you will need to submit a separate request 
for each of them.

Å Step 4. Describe the problem in as much detail as you 
can, including any error messages, and steps you have 
already taken to fix it.

Å Step 5.¢ƘŜ ά¢ŀƎ bǳƳōŜǊέ ƛǎ ǘƘŜ ŎƻƳǇǳǘŜǊ ƴŀƳŜΦ 
Instructions on finding the computer name will be at 
the end of this presentation.

Å Step 6. Enter the time of day that would be best for 
Technology to work on your issue. Technology will try 
to work within this timeframe. IfI can fix it, I will 
come after school as soon as I am available. 

Å Step 7.If you are able to take a screen shot, 
then attach it here.

Å Step 8.Type the password (see your Tech Coach).

Å Step 9. Submit.


