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Mound Bayou Public School District Technology Repair Form


Request by: 






Date: 





Request Location and Room #: 

	District Office

	ITM Elementary     
	JFK High 
       

	Room #:


	Room #:
	Room #:



	Check One 




Check all that reflects your request:
	Computer 
	Monitor 
	Printer 
	Mouse  

	Other:

     

	Check all that apply


Description of Problem: 
























































































Model Number: 



 Serial Number: 





Model Number: 



 Serial Number: 






Part Number(s): 
























Date completed: 



















Technology Technician








Requester 

Perform the following steps before submitting a Technology Repair form: 
Hardware Self-Repair Protocol:
· Shut down the computer and all equipment attached to it.  Turn on the equipment then power on the computer.  (This fixes some problems) 

· Check all the cables that are connected to the equipment and computer
· Check other teachers to see if they are having the same problem
Software Self-Repair Protocol: 

· Re-boot the computer to re-establish all the connections
· Make sure that you are logged into the Domain as you.  Some profiles are restrictive.
· If the software requires a CD in order to run… check the CD Player for the CD
Printer Self-Repair Protocol: 

· Turn off the printer and restart the computer
· Check for paper that is jammed in the printer.  If you can see paper, try to carefully pull it out of the printer.  

· Make sure that the tape is off the print head of the ink cartridge if you have just replaced the cartridge
· Make sure that all the connections are tight.  The power cord or printer cable may be loose from the printer or computer. 
All requests must be submitted to the Building Principal or designee


