IMPORTANT NOTE: Any and all information provided on this sheet, especially your passwords, as well as any and all content on your computer will be kept strictly CONFIDENTIAL. It will not be recorded or shared in any way.  Please provide your password(s) at the top of this sheet. If you leave your computer with us, we strongly recommend that you change your passwords when the work is completed.
	□  Monday	□  Tuesday	□  Wednesday	□  Thursday	□  Friday	□  Saturday	□  Sunday

DATE: ________________________          		PHONE:    _____________________________	
		Please provide your ROOM phone or your cell phone number.
TIME: _________________________

FIRST NAME: _________________________ 	LAST NAME: ___________________________

Problem Description:					 Check the box if your Network Port was Disabled?     
___________________________________________________________________________________________
___________________________________________________________________________________________
___________________________________________________________________________________________

Please inventory the items that you brought with your machine.  Place a check mark next to each item that you brought.
_______________________________		_______________________________
My Hamilton Password		Screensaver/Boot Password
NOTE: We do not retain a copy of your password.  This section will be removed and shredded when your computer is finished.
------------------------------------------------------------------------------------------------------------

Create a TrackIT ticket and modify/update the information in TrackIT once completed
	
· Brand ________________
· Model (if known)__________________
· Laptop Carrying Case
· Power supply
· External devices Please specify (mouse, keyboard) ________________________________________
· External drives: Specify (CD-ROM. 3 ½ Floppy, etc)  __________________________________________
· Other _____________________________________


Customer Expectation
By signing this document you have authorize the ITS Help Desk to troubleshoot and attempt to fix your computer problem within a 24 hour period. During the course of troubleshooting your computer, the Help Desk will not reinstall your operating system or open your machine for any reason.  We will contact you within the 24 hour period to give you a status update from the time you dropped off your computer. If more time is needed we will request an additional 24 hours, with your consent. However, if we determine your problem is beyond the services we can perform in our office, you will be referred to a service center who will charge for their service.

____________________________	__________________________	____________________
Name						Signature			E-mail User Id

The Help Desk also will not uninstall legitimate software or delete personal files without the owner’s permission.

ITS Help Desk strongly recommends that you remove file sharing software from your computer due to the security and legal issues associated with it. Please initial if you authorize us to remove software of this nature from your computer.  Removal will NOT affect music or related files. 				
	        OK to remove file sharing software _____________
Starting in Fall 2009 ITS will not provide Sophos Anti-virus for students.  Please initial if you authorize us to install AVG, a free alternative anti-virus software, and remove your current Anti-virus software.	 			

	 		           OK to install AVG __________



 (
ITS N
OTES
)                                  ________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________

  Scanned using 
Malwarebytes    (________)____x ran ___
____________  (________)____x ran ___
____________   (________)____x ran___
____________   (________)____x ran___
____________   (________)____x ran___


Track-IT! W.O. # ____________________	Computer checked in by:________________________________
											ITS Staff Signature
Date Contacted for Pickup: _____________Computer completed by: _______________________________
											ITS Staff Signature
[bookmark: _GoBack]ITS  staff who returned the device to the client: _____________________________
