Children’s Village Academy


Maintenance Request Form for Technology

FILL OUT FORM COMPLETELY 
(ALL TAGS MUST BE COMPLETED EVEN IF THE PROBLEM IS SOFTWARE RELATED)

Email to csutton@childrensvillageacademy.com 
	Customer:
	Children’s Village Academy

	Date:
	

	User Name:
	

	Phone: 
	

	Hardware-Problems (Description of (i.e. CPU, Printer) problem – exactly what it is doing 

Please do not put not working


	

	Software Issue-Please give details- Please do not put not working


	

	Program Issue (i.e. PowerSchool, Study Island-email- Please give details

	

	Model: found around the power button or on the cpu case
	

	Serial number:

Service tag
	

	Software Request- give details
	

	Hardware Request- give details
	

	Room number
	

	For Tech Use ONLY

Date Request Received:
	

	Service Request Number:
	

	Action Taken:
	

	Comments
	

	Completed by:
	

	Completion Date:
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