


Basic Troubleshooting Tips
Before submitting a ticket:
1. Close any open programs and windows you are not currently using. 
2. Make sure all of your cords are connected properly. 
3. If there is an error message, take a picture of the message for our technicians to see.  It will need to be attached to your ticket. 
4. Restart your computer to see if it clears the problem. 
5. If restarting the computer does not clear the problem, shut down the computer, wait 30 seconds, and start it back up again. 
6. If the issue is still not resolved, check the common technology issues below.

	If…
	Then…

	Your printer is not working.
	1.  Check to see that the printer is turned on.
2.  Check to see that the printer has paper.
3.  Clear any paper jams.
4.  Check all printer cables and power cords to make sure they are properly connected.
5.  Turn the printer off and back on.

	The computer is frozen.
	1.  On a Windows machine, press CTRL, ALT, and Delete keys at the same time.  Start the task manager, highlight the programs name, and hit the End Task button.
2.  On a Mac, click the apple icon at the top left of the screen.  Click Force Quit.  Highlight the application, and click Force Quit.
3.  Restart your computer.

	The keyboard is not working.
	1.  Check the cable connection from the keyboard to the computer.
2.  If you are using a wireless keyboard, change the batteries.  
3.  Clean your keyboard with a damp cloth. 
4.  Restart the computer.

	The mouse is not working.
	1.  Check the cable connection from the mouse to the computer.
2.  If you are using a wireless mouse, change the batteries.  
3.  Clean the bottom of the mouse with a damp cloth. 
4.  Restart the computer.

	The computer will not connect to Wi-Fi.
	1.  Check for a Wi-Fi button or switch on your computer to be sure that it has not been turned off.
2.  Be sure you are on the right network by click on the stair steps on the bottom of the screen (PC), the rainbow at the top of the screen (Mac) or bottom of the screen (Chromebook).
3.. Make sure you entered the correct Wi-Fi password.
4.  Restart your computer.

	The browser’s homepage suddenly changed.
	1.  Try re-setting the home page to the default: In Internet Explorer: On the Tools menu, click Internet Options. Click the General tab. In the Address box, type the Web address you want for your home page. Click OK. 
In Mozilla Foxfire: Open the web site you want to set as your home page. Click the icon to the left of the web address and drag it to the Home button. Click Yes.




Monthly:
1. Empty your recycle bin/trash.
2. Delete unused emails, and empty the email trash.
3. Remove any unnecessary pictures and videos.
4. Back up any necessary files into Google Drive.  For directions, please visit https://support.google.com/drive/answer/2424368?co=GENIE.Platform=Desktop&hl=en.



[bookmark: _GoBack]February 1, 2017

SR BRI v e s st s bk

| ke g o e, e e
i B R
e T
il i b
| RS
T [Rmmsanses s
[ e
-
e ) ey ol D, Yoo s
i O e v




