Lumberton High School Equipment Work Order Request
Procedure:  Complete Work Order by Typing or Printing Legibly.
Return Completed Work Order to Lydia Locklear.
Note:  A copy of this work order is located online under the Media Center tab and the link Forms/Handouts.  You can print copies for future use.  Also, the form can be completed as a word document, attached to an email and sent to Lydia Locklear in the JIB room.  I must have the Computer Host name to put the work order in the system.
Date of Request: _______________________
Teacher: _____________________________

Room No.: ____________________________
Computer Host Name: (This is located on the computer desktop when you turn on the computer.) ________________________

Equipment Information
Type of Equipment:  (Please circle all that apply)


Desktop Computer
Laptop Computer
Starboard
LCD Projector

Telephone

Scanner

Printer

Keyboard

Mouse

Monitor

Other: ______________________

Channel One TV

Please Describe the Problem in Detail
Good Description Examples:  “When trying to get to Eduware, an installation error occurs.”


“When trying to open Office programs nothing happens.”

Bad Description Example:  “Computer is broken.”

Please Describe the Problem in Detail: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
