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(Just reminders, make sure to check that all cord connections going in and out of the computer first, and always restart to see if that fixes your problem.)

Staff Name: _________________________________________

Room #: ______________________
Computer # ________________________
Serial # _______________________
Product # __________________________

(located on the top of the tower s/n and p/n)

Date Submitted: ___________________

Brief Description of the Problem:




Please save this form so that you have a record of it being filed out and then email this entire form to me, Jenny Cox (jenny.cox@jefferson.kyschools.us).  When I receive it I will email you and let you know when I can get to your concern.  I will address the problems in the order that I get them, if I can not get it fixed then I will fill out a work order.
Your productivity decreases when you are having tech problems, not to mention it is frustrating – I will try to get to your concern as quickly as possible. Please be aware that I have classes from 9:50 till 3:40 and those students require my full attention!  Thanks! Jenny

STC USE ONLY: 

Date Received:  __________ 
Date Reviewed: __________
Fixed    or    Submitted Date:  ____________
Description of Problem: ________________________________________________

________________________________________________________________________
