Technology Request
	Name:
	
	Location:
	
	Date:
	

	

	Check type of request.
	

	
	

	
	Repair Computer/Printer
	
	Move Computer/Printer
	
	Create Account*
	Employee:

	
	Reset Password
	
	Virus Scan/Removal
	
	Disable Account*
	Employee:

	
	Install/Remove Software
	
	Repair Cell Phone
	
	Issue Cell Phone* 
	Employee:

	
	Forward Email
	
	Software Assistance
	
	Review Usage*+
	Employee:

	
	Recover file from Backup
	
	Setup Meeting (Webinar)
	
	Change Permissions*+
	Employee:

	
	
	
	

	*Director Approval Required

Approved By:
	
	+CEO Approval Required

Approved By:
	

	
	
	

	
	
	

	Check all problems encountered.
	Date Problem Began:
	

	

	
	Freezes / Locks Up / Slow 
	
	Will Not Turn On/Off
	
	Mouse (explain)
	

	
	Cannot Print/Retrieve Jobs
	
	Will Not Stay On 
	
	Keyboard (explain)
	

	
	Cannot Connect to Internet
	
	No Sound
	
	Monitor (explain)
	

	
	Cannot Connect to Server
	
	Email will not Send/Receive
	
	Copier (explain)
	

	
	Cannot Connect to Email
	
	Cannot Logon to Computer
	
	Fax (explain)
	

	
	Do Not Have Rights
	
	Cannot Open Program
	
	Phone (explain)
	

	
	Missing Document
	
	Program/Feature Not Installed
	
	Cell (explain)
	

	
	Missing Network Drive
	
	CD/USB Will Not Read
	
	Error Message
	

	

	If needed, provide additional information.

	

	

	

	

	
	

	Office Use Only

	Received On: 
	
	Scheduled Service Call: 
	

	Completed On:
	
	Date of  Service Call: 
	

	

	Notes:
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