

 Southern University at New Orleans

Work Request Form
tc \l1 "Southern University at New Orleans

Information Technology Center 

6400 Press Drive 

New Orleans, LA 70126

Phone #: (504) 286-5258 or Fax #: (504) 286-5014
	Date Requested: _____/____/2008_                                          Time Request: ___:_____ ⁮AM  ⁮PM

	tc \l1 "Job Name: __________________            Office Use Only            Job Number: TP2005-____________Requestor’s Information: Please clearly print or type requested information.

tc \l1 "Requestors Information: Please clearly print or type requested information.
Requested by: ________________________________________   Department: ________________________________
Building: _#_______
Room: _______
            Extension: ________
   or          Phone #: ______-_______


For reports ONLY please indicate the E-MAIL address information where report(s) are needed: ______________________________@___________________________

What type of assistance needed: 


□tc \l1 "Technical Support:    ( Computer Software Problem: ______________________________________________________                                                    ( Computer Hardware Problem: ______________________________________________________                                                   ( Cisco IP Phone Problem: __________________________________________________________                                                   ( Reset Novell/GroupWise Password: _________________________________________________                                                    ( Other Problem: __________________________________________________________________     
□tc \l1 "Operation Support:   ( Report Listing      ( Disk/Flash Copy      ( Label Format      ( System Update   ( FTP                                                                   ( Error identified in production version, corrected program rerun required.    
tc \l5 "Requested for:    Roster/Listing       Disk Copy       Labels       Run Data Entry    FTP        E-mail Listing Info.                          Error identified in production version, corrected program rerun required.     System Update                                       ( One time ONLY System Analysis program.       ( Program Upgrade

tc \l5 "Requested for:    Roster/Listing       Disk Copy       Labels       Run Data Entry    FTP        E-mail Listing Info.                          Error identified in production version, corrected program rerun required.     System Update

	Report Name/Description: __________________________________________________________________________________

tc \l1 "Report Name/Description: __________________________________________________________________________________ 

#Copies: _____ Exec: ___________ Option: ____   Term: _________, _________, __________, ___________, ___________.

tc \l1 "#Copies: _____ Exec: ___________ Option: ____   Term: _________, _________, __________, ___________,___________.
Submit:_____________________  Parameter(s): ___________, ____________,____________, _____________, Flag =_____. 

Special Instructions/Comments: _____________________________________________________________________________



	****************************** Authorized Signature Only ********************************** 

tc \l1 "***************************         Office Use Only       ************************** _________________________________               _____/____/_2008_                      Approved: Yes  or  No

             (Custodian of Information)                               Date

	tc \l5 "Information Technology Center Director                       Date***********************************   ITC Staff Use Only ***********************************

Information Provider Name: 
  □ Darryl White     
   □ Roman Dody
      □ Edmond Cummings





  □ John Bonnee’ 
   □ Harold Mix

      □ Tina F. Parker





  □ Jeffrey Gates  
   □ Jason Ordogne    
      □ Peter Bonnee’





  □ Warren Stemmons  
   □ Reashell Lee      
      □ Out Source

Date: ______/______/2008
Time: _____:______ AM  PM

What type of assistance needed: □ Operations Support
□ Technical Support

□ Report Delivered 
□ Request Completed
□ Not Completed
□ Other: _________________

SIS/Plus System reports only
Additional Information if needed: _____________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________




Received Date: ________/______/2008
                 
User’s Name: ________________________tc \l4 "Data Control Clerk: _____________________
 Date: ____/___/_2005

Completion Date: ________/______/2008
                 
File Folder Name: ________________________tc \l4 "Data Control Clerk: _____________________
 Date: ____/___/_2005 Revised: March 30, 2006 System Service  Work Order Form 




