
MVCS Computer Service Request Form
Date 

MVCS Barcode 

Ticket #

Name 

Phone Number

Email 

Student/ES Names (if applicable)
Windows Account Name & Password:

Description of problem & Error Messages:


============== The Following Section Is To Be Completed by MVCS Staff ===============
Incoming Equipment To Repair
 Laptop computer

 Laptop power cord AND adapter

 Backpack

 Desktop computer

 Desktop power cord

 Monitor

 Monitor power cord

 Keyboard

 Mouse

 Printer

 Speakers

 


 


 


  Received by (Print & initial)
  Date


Outgoing Repaired Equipment 

 Laptop computer

 Laptop power cord AND adapter

 Backpack

 Desktop computer

 Desktop power cord

 Monitor

 Monitor power cord

 Keyboard

 Mouse

 Printer

 Speakers

 


 


 


  Received by (Print & initial)
  Date

Computer Service Request Form

Instructions
MVCS Barcode:  This is a red and white sticker, located on the bottom of laptops.  It is usually located on the rear or side of desktop computers.  Use the last six digits only, ignoring the space before the last digit.  For example, for barcode 3  9000  00008627  7, put  086277.
Ticket #:  If you were given a Ticket # by a MVCS technician, put it here.  Otherwise, leave it blank. 
Name:  Name of the person requesting the repair or service. 

Student/ES Names (if applicable):

If the computer has been issued to a student, put that student's name and the ES name here. 
Phone Number & Email Address:  Contact info for the person who will pick up the equipment.
Windows Account Name & Password:

If you have to enter a password when you start your computer, put the account name and it's password here.  

Description of problem:
Please provide as much detail as possible.  If there are any error messages, include the details.  
Important Notice
You are responsible for safeguarding your data on your computer.  Be sure to backup any important data on your computer before returning it for repairs.

You can backup files to storage devices like flash drives or CD's or you can use free online storage services.  These are a few of the free online backup & file storage sites:


Adrive.com

Idrive.com

Mozy.com

DriveHQ.com

Service Notes:


