Tri-County Technical Support Form 
This form is meant to be a guide for staff to provide information needed to provide technology support. You can fill out the form and email it as an attachment or provide the information in the body of an email.
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Email the form to mhogan@tricounty607.com or tcox@tricounty607.com  or drop it in the Tech Support Drop Box at the Tri-County Central Office if your email isn’t working.
	General Information

	Date:
	Submitted By:

	Incident Information

	 Date:
	Time of Error:

	Building:
	Location:
	Computer #:

	User Information

	Teacher:

	What name was the user logged in as?

	Error Information

	Problem Description: 

	What troubleshooting steps have you taken to resolve the problem?

(Example: Restarted Computer, Cleared paper jam, etc.)

	Has this problem happened before?


Directions for using the form:

Open the form

Select Save As in the File Menu

Give the file a new name Example: last name printer support
Fill in the form
Select Save in the File Menu
Email this form directly from your word program by clicking on the mail icon [image: image2.jpg]


in the toolbar, attach it to an email, or if you don’t have email print the form and place it in the technology support box in the office. 
