Request for Technical Support

	School:
	
	Room:
	
	Date:
	
	Full Name:
	


	Hardware Description:
Example: Dell OptiPlex GX620, Station ID (e.g. S09 ) and s/n or Service Tag

	


	Description of the Problem and Exact Error Message:
Example: When I attempt to print from Microsoft Word the following error message is displayed.

	










	Program and Option Used:
Example: Microsoft Word, File > Print

	




	Occurrence and scope of the problem:
Examples: all the time, sometimes, on all workstations, only after the computer has been on for an hour or more…

	



	Additional Comments

	








Submit completed RTS forms to Darryl Williams at: 

In Addition: 

· Write legibly.  If we can’t read your handwriting, we won’t know what you need help with.
· Tape a copy of this R.T.S. form to the side of the monitor of the affected computer.

· Forms can be downloaded from the Support page on our Web Site:     AdultEdNyc.org
 rev. 10/18/2007

