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Technology Support Request Form:
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When Writing a BCPS Serve Ticket

* Try to answer all 5 questions:

*Who? -Full name, username, email address, staff/student/parent, phone number

*What? - pescribe the problem. Be specific. Step by step, click by click. How can it be
reproduced? Name product and/or list URL. What type of device? What browser?

*When? - Time this took place. Providing dates and times can help IT pinpoint the issue or

understand if it was part of a systemic problem. Does this issue happen at a certain time of day
only?

*Where? -in school or at home? On BCPS Secure? Both?

b Why? - Describe the impact. How many does this impact? What cannot be accomplished due
to this issue?
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