Work Order No

L3

CITY of CALABASAS

e —

CTV - Technical Service & Support Request

This form is to request technical service and support with computer related issues such as computer hardware and/or
software installations/configurations/updates, etc. Please fill out the form completely, incomplete information will
not be accepted. Return this form to Deborah Steller at least 5 working days in advance.

Fax number (818) 225-7363.

Name: Date & Time:

Dept: Dept. Head Signature_X

Describe nature of problem (be specific as possible)

Date of first occurrence of problem (approximate date if not sure):

If this is a repeat problem, indicate the date it was previously addressed:

Does problem re-occur and/or can you cause it to re-occur? Yes No Sometimes
If yes, how?
Does problem occur when using a particular software program? Yes No

Which program?

What does the error message say if any?

—IT Staff Use Only—

PROBLEM: [ ] Hardware [ ] Software [ ] Network [ _] E-Mail
[ Internet [] windows Operating System [ other:

Assigned to: Date Completed:

Date Assigned: Time Required:

Authorized by: Initials:
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