Submitting a Technology Work Order

1. Click on the Technology Work Order icon on the Launchpad (You can also reach Technology Work Order through the “Quick Links” on the GSD Employee Intranet)
[image: ]
2. Log in with your GSD Username and Password
3. Click “Submit New Case”
[image: ]

[bookmark: _GoBack]
4. Enter Location Information – Make sure the Location Box shows “Redwood-342” selected. Add other location and contact info if you’d like. The more specific you are, the better. 
[image: ]

5. Describe the issue in the Work Request box.[image: ]


6. You may write about the Impact and Urgency of the issue, but this is not required. You may also choose a Case Type from the list, but if you don’t know what to choose, you can leave this blank.

7. Click “Submit.”[image: ]

8. Congratulations! You’re done! 
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Contact Info:
S, Help Desk Name: Ells, Darcie Department: Redwood
Help Documents Title: Grade 3 Teacher ‘Email: DElls@gr
Location Information:

Our support personel need to know where to go
down list below. In the larger box, provide any
include:
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Location Information:

Our support personel need to know where to go and whom fo talk with. Select your location (school) from the drop-
down list below. In the larger box, provide any additional location or contact information that could be of help. Please
include:

* Room number or name.
* Where is the equipment within the room? Is it numbered or labeled?
« Contact info not listed automatically above, such as additional phone numbers.

Location: [Redwood-342 V] Please select a location.

[Raditional Location & Contact Info
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‘Work Request:

What do you need help with? Please create a separate work order for cach unrelated issue. If you have a technical
problem, please include:

+ Symptoms: What happens? When does it happen?

+ Error Messages often hold the key to solving a problem. Please include the error message word-for-word when
possible.

+ Effect: What technical effect does this problem have? Can you still use the equipment?
+ Possible Cause : What do you think may have caused the problem? Has anything changed recently?

Example: “When I tum on the computer, I get a"Windows protection error’ and then the computer shuts off. The next

time it goes into 'Safe Mode' and won't let me print or access the Internet. This started happening after I installed a
scanner.”

[Foric Request





image5.PNG
TImpact & Urgency:
How does this issue impact users? Include number of computers or rooms down, deadlines, etc.

Example: "This is the library circulation computer and since it won't boot we either have to close the library or do
everything by hand."

Impact & Uzgency

Case Type:

If you have been told to select a specific Case Type, make your selection below. For faster service on copiers, select
Copy Machines.





