SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

TECHNOLOGY REQUESTS

How to request services from the SASD technology department.
Key items to note:
o All requests must use the following procedure.

HS, LE, and SE requests are routed to appropriate email group per building.
e Request may only be submitted by faculty and staff (not students).

Submitting a Technology Request

Click on the Start button.

Click on the SASD Technology Request shortcut

SASD Technology Request
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This will bring up the appropriate screen (based on the building that you are in — the following is an
example for the High School building):
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Sayre Area School District

High School Technology Request

Click Here to Send Request to Technology Department

Please note that all Technology Requests must be completed using the above link

e

From here just click on the link to submit the request (please make note of the “Example of Proper
Request™)

The following email pops up:

fl;;_.D H9 0@+ )+ SASD High Schaol Technology Request - Message (HTML)
a
Message  Inset  Options  FormatTedt  Adobe PDF

To... Igrouphsha\pdesk@sayresd.org
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Subject: |SASD High School Technology Request

SASD HIGH SCHOOL TECHNOLOGY REQUEST i .
Please include specific
computer name

Please enter the following information in order to properly complete a request.

Computer Name (ex. HS129T01}):

Description of Request (please remember to include specifics):

Please make sure you include specifics

so that the request is clearly defined.
—_—

Please remember if you have a problem on your computer, please capture the PC Screen error message using the following Tech Tip:
http://www.sayresd.org/2009Tech/TechTips/PCGeneral/ScreenCapture.pdf

T Please review Tech Tip on

how to include a Screen
Complete the necessary information and then click on Send. Capture

If you are reporting a problem, please remember to include a screen capture.

That’s it.
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