Submit this form to the Information Technology Office

Technology Repair Request Form

USE SEPARATE FORM FOR EACH PROBLEM

Employee ID: Name:
Name of Office: Location:

Computer Printer Software
Inventory Tag ID Inventory Tag ID
Brand Name of Computer Brand Name of Printer O Problem with computer virus
Please check your Windows software type: Printer Model

OWwindows 98QWindows XP{ Windows VISTA

[ Problem with computer power supply

[ Problem with keyboard/mouse

[ Monitor screen looks different (explain below)
[] Computer Freezes up (explain below)

[] Other (describe problem in detail)

[] Need printer connected to computer

[ Printer making unusual noise

[ Cannot print

[] Need to be connected to network printer
[]Other (describe problem in detail)

Email

[ Need email account

[INeed email password reset

[]Have an email account but need my computer
setup to check for email

[]Email is not working properly
(describe problem below)

[ Other (describe problem in detail)

Network/Internet

[11 need an Internet Connection

[ Can no longer get to Internet, I have double
checked my wires, they are connected.

[]can no longer get to Internet, wires are not
connected.

[] Need Internet connected to several computers.

How many? .
[]Other (describe problem in detail)

[INeed Software installed (List Software title below)

[INeed my computer to connect to a network program.
(List name of program below)

[1Other (describe problem in detail)

Other

For ITO Use Only

Remarks:

Date Received:
Date Complete:

Time in:
Time out:

Received by:
Repaired by:

Email

Reset Form JOB ORDER NUMBER:

Please e-mail this form to helpdesk@smcl.edu.ph. If using webmail (Gmail, Yahoo Mail and SMCL Webmail) please save the PDF then attach to you e-mail. Thank you.
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