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Submitting Computer Service Request
When problems arise with computers or other technology equipment, the FCPS Technology Department is ready to help.  If a problem requires immediate attention, contact an ITC.
A Computer Service Request should be submitted online for all other computer issues, repair needs, installation requests, etc.  ITCs and TSSs regularly review Computer Service Requests and are most requests are resolved within 48 – 72 hours.  Computer Service Requests are an important record keeping tool and tracking method for the Technology Department.  Telling an ITC of a problem is not a substitute for submitting a ticket.  In order for your request to be considered for repairs or attention, a ticket must be submitted.
Computer Service Requests should also be used to report damaged, missing, or malfunctioning computers or equipment encountered in computer labs and on laptop carts.  Instructional staff are responsible for reporting these issues upon discovery.  The only way these resources remain in working order for all users is if problems are submitted to the Technology Department.  
How to submit a Computer Service Request:
	Go to the FCPS Home Page at www.cityschools.com and click the Staff link on the top of the page
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	Click on the Computer Service Request Link.
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	Log in to the site using your FCPS Network Credentials.  
Enter your username and password then click the Log In button.
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	The site will then take you to the Technology Service Request Form. 
Fill out the form to the best of your knowledge.  Keep in mind the more detail you include the quicker the technician can diagnose your problem.
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	Select the Ticket Type.  
Options include Question, Repair, Installation Request, Projector Bulb Replacement, Profile Issue, Install Internet Explorer 11 and Java Problem.  Choose the best option based on your problem.
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	Select the Ticket Priority.
Options include Admin Computer, Teacher Computer, Student Computer, and None.  Choose the best option based on the device that needs attention.
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	Leave the Ticket Status box on Newly Opened, this is option is changed by the technicians.
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	Fill in the Room Number/Location box.  This box is meant to inform the technician where the device can be found.  If it is the desktop in your room, list the room number.  If the device is a laptop, list where the laptop can be retrieved.
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	Fill in the Computer Name box.  This box is for the technician to locate your computer in the room.  If there are multiple devices in the room (like a computer lab) and you are unsure of the computer name, describe its location as best as possible.
	[image: Machine generated alternative text:
Computer Name (if known) ]

	Fill in the Update Notification mailing list box.  This box is for e-mail addresses of those that wish to be informed of the progress of the service request.
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	Select the Category from the drop down list.  This box is set to default for HMES, if the device is at another location, forgetting to change the box will result in a delay in the processing of the service request.
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	Fill in the Ticket title box.  Choose a title that is descriptive of the problem with the device.
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	Fill in the Ticket description box.  Be as specific as possible when filling out the description of the problem.  Describe the problem and steps that have been taken to resolve the problem.  Simply stating "My computer doesn't work," will not help the technician diagnose the problem and will cause delays in processing the ticket.  More information here is better than less.
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	Click the Submit ticket button to submit the ticket.  Be sure you have filled out the boxes to the best of your knowledge before clicking submit.
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