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Completed by incident manager
	Incident number
	000123
	Incident logged by (name)
	Tracey Trimble


	Name of end-user
	Location
	Contact number

	Andy Talbot
	Classroom 2, B Block
	Extension 4321

	Equipment's unique ID
	Date and time of incident

	0009876
	21 August 2006, 13:15

	Details of incident – continue overleaf if necessary

	Unable to print assignments for Maths class.

	Solution required by (date and time)
	Number of users affected (please circle one)
	Priority

	21 August 2006, 15:30 (end of maths class).
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	2-5
	6-30
	30 +
	High


Completed by incident resolver
	Date and time attended
	21 August 2006, 1400

	Diagnosis/next actions


	Checked toner and fuser – OK. Checked connections – OK. Checked printer drivers - OK. Suspect faulty network interface card. Create temporary connection to printer in classroom 1, B block and log problem.

	How was the incident resolved? 


	Temporary connection to printer in classroom 1, B block.

	Resolved remotely or visit?
	Remote  /  Visit

	Date and time solution in place
	21 August 2006, 14:20

	Further action required? (please circle one)

	No  /  Yes
	(Yes = create problem sheet)
	Problem number
	000052

	Loan equipment installed? (please circle one)

	No  /  Yes
	(Yes = list all loan equipment)
	Loan equipment

	N/A



	Date incident closed
	21 August 2006
	Incident closed by (name)
	Phil Smith
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